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Introduction

The New Vantage Budgeting System
The State’s new budgeting system — Vermont Vantage — will enable and provide for the following:

e Timely, accurate, relevant, financial and operating reports, allowing staff and management to

make more informed decisions based on actionable intelligence;
e Streamlined processes, and eliminate redundancy through the use of automation;
e Anintegrated approach to the Statewide budget development and monitoring process ;
e Insight into how the State is performing throughout the year against budgets, metrics,

performance measures, or other goals.

Vantage Contact Information

Contact Email Phone Role
Bradley Kukenberger bradley.kukenberger@state.vt.us 828-1586 System Administrator
Emily Byrne emily.byrne@state.vt.us 828-6458 Backup System

Administrator

Heather Campbell Heather.m.campbell@state.vt.us 828-1973 Backup System
Administrator

Procedural Changes from BDS to Vantage

Vantage offers substantial improvements over BDS in functionality, usability, and reporting capability.

Statewide budgeting procedures require updates in the following areas, to fully realize such
improvements:

- Budget and Management will control employee specific information (position classification,

assignment to appropriation, etc.) in the personnel module (SBFS), following departmental

review.
- Budget Entries in Vantage are required in ‘whole-numbers’ by budget object by fund. BDS

required budget entries in increments from the previous year and did not tie each expense

account amount to a particular fund. There are many features in Vantage (namely the

import/export feature) that will make inputting a department budget into Vantage easier and

more palatable overall.

- Departments will now be required to enter Interdepartmental Receipts and Federal Receipts

they plan to receive for the upcoming Budget Year into Vantage.

- Departments will now be required to enter the Grants they plan to distribute to outside entities

during the upcoming Budget Year into Vantage.

Vantage Training Document - Ver. 9/23/2013
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- All Revenues Estimates (including SF’s) will be entered in Vantage. Department users will input
those figures to provide more accurate outlook into forthcoming revenue streams.

- Budget and Management will track current year appropriations —including BAA and
administrative adjustments (e.g., ERRs) — to provide Budget to Actual reporting at the
Appropriation DeptID level (this does not include sub-appropriation DeptlDs)

- Budget and Management will track Total FTEs and Position counts year round.
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The Budget Process

Vantage System Functional Layout

* Rollover Buaget Systom
o Load Actual Expenditure and Revenue Data

e Update Chart of Account Data Basod on Processing of
Histoncal Data

«  Load Position, Empioyod and Assignments Data

« Upaale Consohdations Based on Data import of
Department Requests

e Conftm Security Pobcies

Confrm Security Roles and Access Controd Lists
(ACLS)

Upaate andvor AGa New Usars

Raviow Folder and Repor-Level Security
Confem Buoget Layouts

Update Time Penods and Rolilup Contiguration
Update Time Perod Names and Reporting Labels
Raview Roports

* Update Beneft Amounts and Rates

Execute Infial Salary Projecton with Fund Spats
Pay Act (Genecal Wage Incraase ana Stop Pay Incroases
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Track Legisiaive Process
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Ravanue Estimatas

Estabiish Sarvice Level Budget (Spand Targets)
Distibute Instructions

Update Training Matarial

Caonduct End-Usar T[EIHII’IQ

Prepare Depariment Requests
Consoldaie Budgets

Dapartments Print Budget Packapges for Meatings
with the Budget Office and Finance Commissionsar

Departments Print Budget Packages

Send Govemor's Recommended Budget to Joint
Fiscal Otfice (JFO)

Execute Allocation to Move Pay Act Dala to Pay Act
Appropriation

Little Book and Blg Book Budget Documents

Leqisiative Tracking Process at Detall Account Level
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Before you get started in Vantage...

Supported Browsers in Vantage

Vantage will operate proficiently on the following Internet browsers. However, there are performance
gains with Firefox 10 ESR and Internet Explorer 9. Please work with your department’s IT provider to
determine the best fit for your needs.

Description Client Computer Download From

Operating System

Firefox — 10 EXTENDED Windows XP http://download.mozilla.org/?product=firefox-

10.0.7esr&os=win&lang=en-US
SUPPORT RELEASE e  Windows 7 ¢
Microsoft Internet e Windows 7 http://view.atdmt.com/action/SMG_MRTINX_WOL_Win7_NonlE9_
Explorer 9 FD_EIE9?href=http://g.msn.com/1mel10IE9ENUS/104
Microsoft Internet e Windows XP http://www.microsoft.com/en-
Explorer 8 Wind 7 us/download/confirmation.aspx?id=43

[ ] INAOwWsS

Internet Explorer 8 Set up
To verify which version of Internet Explorer you are running, you may perform the following steps:

1. Open Internet Explorer by clicking the Start button 0, and then clicking Internet
Explorer.

2. Click the Help icon in the top menu, then click About Internet Explorer .

3. You should see a page indicting the version Internet Explorer:

.3 About Internet Explorer

i
Windows:

y Internet Explorer 8

Wersion: 5.0.6001, 18702

Cipher Strength: 123-bit

Product Iy 01399-650-3289303-45348
Update Mersions: 0

Warning: This computer progran is prokecked by copeeright law and
inkernational treaties, Unauthorized reproduction or distribution of
this pragrarm, ar any portion of it, may result in severe civil and
criminal penalties, and will be prosecuted to the maximum extent
possible under the law,

212009 Microsoft Corporation System Infa. .. |
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Allow Pop-ups (Disable Pop-up Blocker)

In some instances, Vantage uses pop-ups. In order for Vantage to display properly, you will need to
allow these pop-ups to be displayed.

Allow Pop-ups

/': Login - Windows Internet Explorer - O X |
% - Ig, https:/fuantage peoplesoft statest.us AVTPROD Sauthservice//login jsp j 4 |§‘ |‘_¢| |£| |j3 Live Search |;° '|
File Edit Yiew Favorites | Tools Help

" . . Delete Browsing History. .. Chrl+5hift+Del

Faworites 5 @ Sugge oAdvantage Prod Wanatge PROD
W ‘{Eb ‘é 2 InPrivate Browsing Chrl+5Shift+P a e &
@lLogin Reopen Last Browsing Session [ - [ fmn - Page - Safety - Tools+ @~ »
InPrivate Filkering Chrl+Shift+F

1 1% ,-';\ ] ) \‘ InPrivate Filering Settings

SmarkScreen Filker (3 Pop-up Blacker Settings

Manage Add-ons

Compatibility Wigw
Compatibility Wiew Settings

Subscribe to this Feed, .,
Feed Discovery. [3
‘Windows Lpdate

Developer Taals F1z

Sun Java Console

Inkernet Cptions

Lagin |

De-Activate the
Pop-up Blocker

Forgot your password?

@2001, 2012 CGI Technologies and Solutions Inc,
all Rights Reserved.

||

Frahle ar disahle nan-un hlnckar Vo W0 e

To allow the automatic pop-ups that Vantage uses, follow these steps:

1. Open Internet Explorer by clicking the Start button °, and then clicking Internet
Explorer.

2. Click the Tools button, click Pop-up Blocker, and then click Pop-up Blocker Settings.

3. Inthe Address of website to allow box, type the following URLs:
https://vantage.peoplesoft.state.vt.us/VTPROD/
https://vantage-uat.peoplesoft.state.vt.us/VTUAT/
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4. Then click Add.

5. Repeat step 3 for every website you want to allow pop-ups from. When you are finished
adding websites, click Close.

File Downloads

Vantage allows users to export and import Microsoft Excel spreadsheets from within a budget request.
In order to utilize this functionality, the security setting to allow automatic prompting for file downloads
must be enabled. To change this security setting, select Tools/Internet Options from your web browser
tool bar.

Vantage URL

Vantage System Access and URL'’s
There are two methods to access the Vantage application. The preferred method, and the method most
users will use, will be accessing the two links in the table below.

From the State of Vermont Network

Vantage Production https://vantage.peoplesoft.state.vt.us/VTPROD/
InfoAdvantage Production https://vantage-bi.peoplesoft.state.vt.us/InfoViewApp/
Vantage Sandbox https://vantage-uat.peoplesoft.state.vt.us/VTUAT/
inforAdvantage Sandbox https://vantage-bi-uat.peoplesoft.state.vt.us/InfoViewApp/

**NOTE — Enter real budget information into Vantage Production Only. Any information entered into
the Sandbox Environments CANNOT be transferred to the Production Environment.**

The URL will take you to the Vantage Log-in page as seen below:
IS ADVANTAGE eudseting

©2001, 2012 CGI Technologies and Solutions Inc.
All Rights Reserved.
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**Note: If for some reason you need access to Vantage from home, or remotely, it can be accessed by
way of the SOV’s Citrix server. If you have accessed Vision or BDS in the past, this method should be
somewhat familiar to you.

In the event you are not familiar with Citrix, you will need to enter your Vermont domain and user ID,
then password.

Outside of the State of Vermont Network (Citrix)
Citrix Gateway https://cag.dii.state.vt.us/vpn/index.html

Logging in
To log in enter:
1. User Name — Your first name followed by a period (.) then your last name. All in lowercase. (For
people with nicknames, your username is the same as your SOV e-mail address.)
2. Password — Same as the password for your SOV email
3. Click the Login Button

Password Criteria

Passwords have the following Criteria.

At the time of configuration and installation, Vantage complied with the SoV password policies for
system and end user accounts.

After the initial grace period, your password will need to be changed. Your new password need to
comply with the following

e Be a minimum of eight (8) characters in length, must use at least three of the four character
types, those being: lower case letters, upper case letters, numbers and special characters
(Example: |, #, %).

o All device passwords must be changed twice a year (every180 days), at minimum, to reduce the
risk of compromise through guessing, password cracking or other attack and penetration
methods.

e Passwords may only be reused every third password, at minimum. As such a completely new
password is required for the first two expires; thereafter, the first password can be reused.
“Completely new” is defined as having at least fifty percent (50%) of the characters different
from the previous password.

Vantage Training Document - Ver. 9/23/2013 Page 13




Changing your password

Reference Data Integration

curity  Utilities Budget Tasks Dashboards Integration

Change Password

Expand All | Collapse All

- Change Your Password [i)

Password: | New Password: |

Verify Password: |

Go to top of page

> Change Fa

3) Password changed successfully.

Change Password

Expand All | Collapse All

- Change Your Password []

Password: l New Password: |

Verify Password: |

Vantage Training Document - Ver. 9/23/2013 Page 14




I forgot my Password

User Name: |

Paszword: |

Forgot vour password? >

Enter your User ID and registered eMail Address to have a new password emailed to you.

Uszer Name:
eMail Address:

Return to Login Page

©2001, 2012 CGI Technologies and Solutions Inc.
®© all Rights Reserved.

Matt.Riven@state.vt.us Sent: Tue 9/4/2012 10:28 AM
To:
iCc

Subject: Forgotten ted

The password for the userid associated with this email address has been changed using a password reset request at 2012-89-084 14:28:02.906. If this
action was not initiated by you, please contact your system administrator immediately and report this situation.

First Name-
Last Name:
New Password: T@Wwox&Z8

If you have problems logging in, please contact your System Administrator for assistance.

Vantage Training Document - Ver. 9/23/2013 Page 15
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General Vantage System Navigation Conventions

Basic Navigation
Here are some very important Vantage navigation rules:

e You must use the mouse or the tab key to navigate within the application; pressing the “Enter”
button on the keyboard does not work.

o Never use the “Back” or “Refresh” buttons on your web browser. Use of these buttons may
cause you to lose any unsaved work.

If you accidentally select the “Back” button the following screen will be displayed:

Windows Internet Explorern [5_(|
g, ‘fouare about ko end wour session, You may lose unsaved work by continuing,
\._-

Click QK ta lagout, or Cancel ko return ko the current page.

[ oK | [ Cancel

Select the <Cancel> button and you will be returned to the application. Selecting the <OK> button will
cause the application to give you the following error. You should be able to continue to work from this
point; however, it may be necessary for you to logout and back into the application to continue working.

Browser The Back, Stop, or Refresh button on your browser has been pressed. Please do not use the browser's navigation buttons. Use the application's
Navigation navigation controls. You have been placed back at the correct page.

If you accidentally select the “Refresh” button on your web browser the following screen will be
displayed:

Windows Internet Explorer, E'
o, Youare about ko end wour session, You may lose unsaved work by continuing,
\_‘_i

Click OF to logout, or Cancel ko return ko the current page.

| (74 | [ Cancel

Selecting either the <OK> button or the <Cancel> will display the following screen:

Vantage Training Document - Ver. 9/23/2013 Page 16
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Windows Internet Explorern f'>__<|

To display the webpage again, Internet Explorer needs to
! resend the information wau've previously submitted,

IF wau were making a purchase, you should click Cancel ta
avoid a duplicate transaction, Otherwise, click Retry to display
the webpage again.

E........E—.Etw |[ Cancel

Select the <Retry> button. This will give you the following error but you should be able to continue to
work from this point; however, it may be necessary for you to logout of the application and back in to
continue to work.

Browser The Back, Stop, or Refresh button on your browszer has been pressed. Fleaze do not use the browser's navigation buttons. Use the application’s
Navigation navigation controls. You have been placed back at the correct page.

If you select the <Cancel> button you will receive the following error and will need to close your web
browser and re-login to the application.

|0 Webpage has expired

Most likely cause:
« The local copy of this webpage is out of date, and the website requires that you
download it again.

What you can try:

® Click on the Refresh button on the toolbar to reload the page. After refreshing, you might
need to navigate to the specific webpage again, or re-enter information.

¥ More information
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Home Page
The Vantage homepage can be used to navigate throughout the application.

LEETEN ADVANTAGE eisasing

Security  Ublities  Budget Tasks  Dashboards  Integration

Advantage Budgeting @
Categories
Reference Data - This contains links to all SBFS - This contains links to all the SBFS data in Projection/Allocation - Links to Security - Links to Security .
the reference data in the system. the system. Projection/Allocation.
Consolidations - This contains all the Positions, | nd - This I
consolidation links, contains links to Positions, Employees and

Assignments, Erojections
Dimensions - This contains all the
dimension links, Benefits and Supplementsl - This contains links
to Benefits and Supplemental.,
Budast Forms - This contsins all the
EBudget Form links. Class, Cateqory and Gther - This contains links
o Class, Cateqary and Other,
Budger Contrals - This contains links o

Budget Contrals, Salsru Tables - This contains links te Salary
Tables,

Performance Budgeting - This contains all

the Performance Budgeting definition Salary Projections - This contains links ta Salary

links. Projection.

Budqer Ranking - This contains all the
Budget Ranking definition links.

Queries - This contains links to Queries.

Workflaw - The fallowing are Warkflaw-
specific links.

Utilities - Links to utilities. Budget Tasks - This contains links to Dashboards - This contains Inteqration - This contains links to Integration tasks.
independent Yiews. dashboards.
Lmport/ Export - This centains links to zll Budget Financial - Budget Financizal. Interface Layouts - This contains links for transferring
Import / Enport data, Data Layout data to Financial System,
HE Position - HR Pasition.
Rollover - This cantains links to rollover. Budger - This contains links for tran=ferring Budget data
Performance Management - to Financial System.

Performance Manzgement,
Actuals - This contains links for transferring and
reviewing Actuals data fram Financial System to Perf
Budgeting System,

DCimensions - This contains links for transferring and
reviewing Dimensions data fram Financial System to Perf
Budgsting System.

» At the top right corner of each non-search page are links for the home page, me$age
center, preferences, help and logout buttons

> The home page groups links by functional area

The Navigation bar, located in the upper right hand corner of the application, is visible throughout the
Vantage application except when working within a budget request.

Home — returns the screen to the homepage
Help — provides online help for using the application (this is generic help information and is not Vantage

specific)

Preferences — used to set user preferences when working in the
application

Edit Password — used to change user’s password

Logout — used to logout of the application
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The interlocking squares next to the Home link will open a secondary window to allow the user
to have multiple screens available to work in.

From the Vantage homepage and throughout the application there are two choices for navigating to
different Vantage tools.

One option is to use the Category toolbar which is located on the left hand side of the screen below the
banner. The upper row contains links to sub-menus, one for each major categorical function within
Vantage. The lower row is a “breadcrumb trail”, which is used to move back to previous menus.

A second navigation option is to use the Vantage main menu. The Vantage main menu provides access
to all the tasks listed within the “Budget Tasks” Category. Vantage has been designed to locate all of the

pertinent tasks for preparing the budget request within the “Budget Tasks” Category.

A third option is to use the menus and links in the main part of the page.

Major Categorical MNavigation Bar
Functions

Weloome, reilions [ Homs b= | Mzl | Preferemces | infody.

e ADVANTAG Pasamard | I

Referencs Daks S Miter  Budped Tak

E rusung

st > Busdget Tacks

Buadgal Tashs

CEEganes

Limaracas - This containg ks is the Cemanpsrs the users car adi

Pages
Budgst Farmrg &

Execiie § Formaiad Svgier Oppey

Hefeggh Cacte Eaae

“Breadcrumb Trail” Main Menu

Sub-menus, or sections contain links to specific Vantage functions. For example, the Budget Tasks sub-
menu contains links to the majority of the functions that users will need within the Vantage application.
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[ Home B | Help | Pref

Execute a Query
Query Definition Maintenance

Advantage Budgeting Budget Request Inbax

eference Data - This contains SBFES - This contains links to all the Projection/Allocation - Links to  Security - Links to Secu
Submenu links to all the reference data in SBFS data in the system. ProjectionfAllocation.
the system.

Consolidations - This contains all Positions, Ernployees and Assignments - Allocations
the consolidation links, This contains links to Positions, o
X X Employees and Assignments. Projections
Dirnensions - This contains all the
dimension links. Benefits and Supplemental - This
. . contains links to Benefits and
Budget Forms - This contains all the Supplemental,

Budget Form links,
Class, Category and Other - This

Budget Controls - This contains contains links to Class, Category and
links to Budget Controls, Other.

Performance Budgeting - This Salary Tables - This contains links to
contains all the Performance Salary Tables,

Budgeting definition links.

. . Salary Projections - This contains links to
Budget Ranking - This contains all Salary Projection,
the Budget Ranking definition links.

Queries - This contains links to
Queries,

wtarkflaw - The fallnwina are

Section Navigation

. r 1 3 elcarme, admi e 3 farence i Wi
“ \\\\ *\l)\\ NFI ”\(‘vlﬂ Perfarmance Budgeting welcome, AdT N | Help | Preferance

Reference Data  SBFS  Projection/dllocation  Security  Uklities  Budget Tasks  Booknarks

Advantage Performance Budgeting = Reference Data = Performance Budgeting = Performance Goals = Performance Goal View

lio

Ferformance Goal Yiew i Performarce Carmponent Status | \I [ App“cation Section.
.\ — Breadcrumb links for

Expand Al | Collapse Al quick navigation

[+ Basic Infarmation m

C* Detail Information ¥ ’ NaVigatlon SeCtIOHZ LInkS

to the relevant sub-
sections of the open
screen

Section Navigation
Each screen contains a Navigation section and an Application section

4 Na\{igation Section lists the relevant sub-sections of the open screen. Each link will take the user
to either another list view page or a details view page. For a list view, these sub-sections are
displayed as lists of links in the main body of the screen. In the details view, the sub-sections are
displayed as tabs on the top of the section under the bread crumb trail and button(s)

4 Apé)lication Section contains navigation links (bread crumb trail) located at the top of the section
under the main navigation bar. These links (bread crumbs) allow for quick navigation through the
previously visited pages without having to go back to the Home Page.
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Department Users will have security access to the Business Units and Appropriations they are
responsible for. If do not have the security access you need to complete all budgeting tasks, please
contact the System Administrator for additional access.

Advanced Navigation and Use

Searching (Global Search)

Searching for data is a basic skill and many forms and data fields will require searching to locate or
lookup the data you are looking for. The following picture depicts the important concepts with respect
to searching.

Searchi ng Enter one or more fields in

the Search Criteria section
— to narrow search result.

[ Organization Consolidations ‘

Search criteria fields are not

Code: | Name: Jo [gearch ) required for searching.

New Display 10 % | Items
(@ [
@ [T IGM_ORGANIZATIONS Org Consolidation
@ [T LISA_ORG Org Consolidation
E [T ORGANIZATIONS Org Consolidation
=l PE ORGANIZATIONS Ora Copsalidation

Searching

» “* = Wildcard for searches

» The first time a search page is opened in a session the results grid defaults to “- NO
ITEMS TO DISPLAY -~

» From that point on, every time when the user returns to the same search page during
that session, the last search criteria and results are displayed

» Search criteria fields are NOT case sensitive

» Example: if a lower-case alpha is entered into the Code field the system will
automatically convert it to upper case

The Favorite List
A favorites list is specific to the user who creates it. Once a user has created a favorites list, it can be
used as a shortcut.
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Favorite List

Favorites Tab: Once a user
has created a favorites list it
can be used as a shortcut

*Security Orqanizations: [DEFAULTORG *Sub-Dimension Required: [~ pick list anytime that user
Short Name: — Favorites accesses that specific field,

Organization Code  N2™® throughout the system
Description: SEC_ORG csnregc:r::tz‘;ﬁnn w

DEFAULTORG DEFALULT ORG E‘;'

NON_SCHOOLS MNon Schools g

Search...

A D \rA NT“& (_;E Performance Budgeting FaVO rites L i st

Search Security Organizations A favorites list is specific to the user who
ecurty Organieation odes | o) ) creates it. To add entry to the Favorites list:
Name: — » Clicking on the blue tab to the right of the
Display]tems aSSOCIated ﬂeld.

[ [ [security organization Code » Clicking on the Search... link at the bottom

# ALL_ORGANIZATIONS of the favorites popup box. A search
& SCHOOLS window will open.
# NoN_ScHaoLS » Search and select the desired entries to

natl USRS add to the user’s favorites pick list for that
field.
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Refresh Cache Page

The “Refresh Cache” page will allow users to update their current Vantage session so that you can see
newly created data without having to log out and then back in. For example, if you needed an additional
fund or budget expense object, the Vantage Administrators would add the code(s) to the tables and you
would need to refresh your cache before you could see the additional codes.

The “Refresh Cache” option is available on the Main Menu and also from the Budget Tasks dropdown.

Dimsrsions

Formulate Budget Reouest
Exerute & Formatt=d Syst=m ¥
Budget Tazks Budget Request Filter Yisw
— Refresh Cache Page
Categones

Dimensions - This contains links to the Dimensicns the users can edit.

Fages
Formulate Budget Reguest
\ Executs & Formatted Svsbem Query
\EL_M'|gt Bequest Filcer Wisw
Befresh Cacke Page

Once you have selected the “Refresh Cache Page,” you will need to select the <Refresh Own Cache>
button displayed on the next screen.

Saorky  Lklities

Rarerence Daka

Test = PBudact Tasks = Fefresh Cachs Page

Refre 511 Cache Page

h
|_ Befresh Gwn Cache J

50 to top of page
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Preferences
The “Preferences” feature allows you, the user to customize the Vantage application to some degree.
“Preferences” can be accessed from the Navigation bar.

welcome, admin i [ Home e | Help | Preferences | Edit Pa ord | Logo

Preferences

The first tab — Styles will allow you to change the appearance of Vantage (background themes, fonts and
desktop color schemes).

I Styles I Bookmarks I Usability S:ttings|

[ Ereview | [S_aue] [Eeuer't ] [ Cancel ]

Expand &l | Collapse &ll

— = Themess m

Choose a Theme: |L|sn:" Specified &

Return te Top

— = Help m

Dizplay Information Help: [

Beturn te Top

= Colors m
Heading Color 1: Cark Lavendzr + [
Heading Color 2; Lavender « [ [

i n ee [white B[]

The second tab — Bookmarks will allow you to create easy access shortcuts to application pages within
the Vantage application. You can use the Rank and Label functions to name the shortcut and to order
them in a preferred order.
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Styles' Bockmarks | Uszability Settings

Cancel |

Bookmarks Label: |Bookmarks

Display | L0 » Items

T N

- MO ITEMS TO DISPLAY -

The third tab — Usability Settings allows you to set certain options within the application. Certain
settings on this page have already been set by the Vantage Administrators for you.

e Expert User — allows you to move from one data entry field to another data entry field by using
the tab key. (This option has already been selected for you.)

e Auto Tab — will automatically tab to the next data entry field when the current data entry field is
full. For example, if a data entry field will hold 9 characters and you enter “Halloween,” as soon
as you complete entering the word, the cursor will automatically move to the next data entry
field without using the tab key.

e Expand Section — will expand all sections on a screen when the screen is first displayed.

e StartPage — will determine what the first screen will be when you login to the application. (This
option has already been selected for you.)
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I| Styles | Bookmarks I Usability Settings

Save Zancel

Expand &ll | Cellapse all

— = ExpertUser m
Expert User Option: v

Return to Top

— = Auto Tab m
Enable Aute Tab: [

Return to Top

— = Expand Section m
Expand Section Option: [

Return to Top

— =l StartPage m

Start Page Mame: |Categcr',.f Fages

Return to Top

Re=et Start Page

Go to top of page

Executing a Formatted System Query

Formatted System Queries display information from VANTAGE in a table format similar to a

spreadsheet. However, since data in VANTAGE resides in a relational database rather than a

spreadsheet, formatted system queries can be used to display information at different levels of detail

and from more than one budget request. Information contained in formatted system queries can be

exported to Microsoft Excel for further analysis
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3 Budget Tasks - Windows Internet Explorer
@T\:} L4 Iﬁ, https:/fvantage peaplesaft. statestus AMTPROD/ Contraller

File  Edit \iew Favorites Tools  Help

<7 Favorites | G & fuggested Sites ~ P AMS infoldvantage P AMS infoldvantage Prod @ | Yanatge PROD

(€& Budget Tasks

LA ADVANTAGCE &uw geting

Query Definition Maintenance

Budget Tasks Rank Budget Requests

Budget Request Filker Wiew

Pages Budget Request Inbox
Formulate Budget Reque Advance Budget Pequest Stage

Execute a8 Query

Guery Definition Maintenance

Rank Budget Regquests
Budget Request Filter View
Budget Request Inbox

Advance Budget Request Stage

Help

Provides online help for using the application (this is generic help information and is not Vermont or
Vantage specific)

Home ge HELP

o
Welcome, sdmin  Messagesio) [Home =1 | Help | Preferences | Edit Password | Lagaut

Aduantage Rerformance 5]
Budgeting

Catagaries

Reference Data - This cortains links to all slrs This contains links to all the SBFS dota in - Links ta Praj, ./ Allocation, Security - Links
the reference data in the system the system. Eacurity

o - This cartaing all tha Pastiens, Emplayass and Assignmants Alloeations

oo \ldebo Wnka. comtaing links to Pomtions, Employees IHH .
assiarments. Ersisdions
Simensans - This contains 2l the dimensian
ik sl and spclamerts) - i coraina i 2
nefi
Eupast Foms - This centains ol the Sudgst Fenefiz ard Supelemerts
Farm ines. Ciass, Category ard Cthes - This carcaing ks 1
i Eana o B,
Eurist Coctrals - This contains inks: o
Sutaet Comraks. Salary Tales - This conteing [ to Salary Tables
ESTsrmance Sudosind - Tne cortans 3 e  Sslary prociens - T TN Wk 9 SalEny
Performance Budgeting definibon gjection.

Eudact Ranking - This cantains all the Eudgat
Ranking definion links,

Earmatted Sestem Queries - This contains
lirks to Farmakted System Queries.

st adivsment Srdacs - 1h= ontains
limks tz Budger Adjastment Ordes

iorkflow - The follawing are Warkflow-

=pecific links.
Utilities - Links te utilities. Eudget Toshs - 1h|s contains livks to Integration - This contains links to Tategration tasks,
indepandent Via
Imooet / Export - This contains links to sll Inkarface Lawouds - This corteins links For transfarring Dete Lapout
1Import ¢ Export data. data to Financal System.
Bollgar - Thie containg links b rolloves, Budast - TS containg ks or ransferming Budget data o Financal
Systam.

Actuals - This contains links for transfierring and reviewing actuals
ata from Ainancial System to Parf Budgating Svetem.

Dimansians - This soncains links for transferring and reviewing

¥ At the top right corner of each non-search page are links for the home page, message
center, preferences, help and logout buttons

» The home page groups links by functional area
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Budget Forms and Budget Processes

In the following sections we will present the general processes and step by step instructions to
demonstrate how to complete a department budget submission. This section will include information
on how this process relates to the budget system, how processes in Vantage are different from those in
BDS, a step by step guides for each process, and a Business Case to demonstrate the process.

1. Position Information - SBFS

The Salary Benefits and Forecasting System (SBFS) is the module in Vantage that contains Statewide
employee salary and benefit information. Employee information is loaded into Vantage through an
interface with the Vermont Human Resources system — VTHR. SBFS projects department personnel costs
for the upcoming budget year — accurately depicting the cost of employee step increases, vacant
positions, benefits costs, etc. — and applies these costs directly to a department’s budget request.

Changes from BDS
The process for entering and changing position information will differ from BDS in the Vantage budget
system in the following ways:

- Department users will not be responsible for entering Salary and Benefit costs into their Base
Budget Requests — SBFS will calculate these costs and apply them directly into a department’s
budget request. As covered in the sections below, a department’s Total Budget request will
consist of Salary and Benefit information as calculated by Vantage, a department’s Base Budget
Request, and approved department Decision Item requests.

- Department users will not be responsible for changing position information, such as employee
health benefit choices and future step increases. Instead, department users will have the
opportunity to review the position information in the system for accuracy. Any discrepancies
and changes that are necessary will be negotiated and discussed with your budget analyst. The
process of reviewing personnel information is covered below.

Salary Projections

The Budget Office will load actual employee information into Vantage at the beginning of each Fiscal
Year in preparation for the upcoming budget cycle. The system administrator will then execute a Salary
Projection — a series of automated calculations that will derive the budget need for departments based
on the current set of employee information and the estimated costs of the upcoming budget year
(health insurance premiums, employee retirement contribution rates, future year salary tables, etc.).
Projections will be will be calculated from the prior fiscal year’s salary tables and will not include
upcoming salary increases (ie — will not include Pay Act amounts).

The salary projections will then Post the calculations to the budget request time period. The costs will

append to department budget requests, without the need for department users to enter Salary or
Benefit information as was required in BDS. This will require less input from department users, but it
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would be prudent for department users to review their employee information for accuracy, the steps by
which to review are described below.

The Personnel Review process
The general steps to review employee information loaded in Vantage from VISION HCM are as follows
(See Appendix E for procedural instructions):

1. Access the Vantage reporting module, infoAdvantage, and review the Position Detail reports and
individual employee position reports as necessary for all appropriations within your department.
infoAdvantage reports may be viewed as PDF or Excel files.

2. Search for discrepancies in employee Classification, Pay Grade, Step, funding allocation, or
Assignment (which appropriation an employee is assigned to). NOTE — do not look to update or
change Employee Health Benefit selections. The budget office will not alter health benefit
selections in Vantage SBFS.

3. Send changes to personnel information to your budget analyst in writing. You are free to work
with him or her to create the best communication strategy for you both.

4. Nightly, the system administrator will run Statewide Salary Projections and post the revised
results to department budget requests. Note — any changes made to personnel data will not
appear in infoAdvantage reports until the following day.

If at any time you would like to review the total cost of Salaries and Benefits for your department, you
may view the information using a query (BASE_BUDGET_PROCESS query) by following the steps
described in Section 2.8 (e).

Business Case 1: How to access reports in infoAdvantage
To run the position reports described below — follow the steps listed in Appendix E

The ideal reports for reviewing personnel information are:
1. Excel Position Summary: Shown below. Investigate this report initially to search for places
employee/position information needs updating.
2. Excel Position Detail with Fund Splits: This report shows is the same as the Excel Position
Summary, but includes the allocation percentages.

2. Base Budget Request
This section describes general information and the necessary steps to complete a Base Budget request.
A department’s Base Budget might otherwise be referred to as a “current service level budget” or the

answer to the question: “how much will it cost to do this year’s business next year?”

A total budget request is comprised of three items: Department Salaries and Fringe Benefits,
Department Base Budget Request, and Department Decision Item Requests. As described in the
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Personnel Information section, department users will not be responsible for calculating total Salaries
and Fringe benefits costs.

Department users will be responsible for entering Base Budget Requests, described below, and Decision
Iltem Requests, described in the next section. There are queries and reports available to verify the total
Budget Requests as well as the three individual components

Changes from BDS
There are several differences between entering a Department Base Budget in Vantage and entering a
Base Budget in the previous Budget Development System (BDS):

- Budgets in Vantage matches detail expense objects with funds, whereas BDS matched total
budgeted expenditures by fund to total funding amounts. This change will allow for more
detailed reporting and make Budget to Actual analysis by Appropriation DeptID possible.

- Base Budgets in Vantage will be entered in Total Amounts for the upcoming year, whereas
budgets in BDS were entered in incremental changes from the previous year’s budget. This
change will allow for easier calculation of budgetary need by expense object, but will increase
the total amount of budget entries for each appropriation. Vantage includes import/export
functionality that will mitigate the workload and may, in fact, decrease the amount of time
department users spend entering budget. These functionalities will be described in detail below.

Please use the list below as a reference guide for which account codes are NOT available for use in the
Base Budget Request Form. All other expense account codes are available.

Personal Service
The account codes below will be budgeted centrally using the Salary and Benefits module in Vantage:

- 500000 - 500030
- 501000 —-504030
** 500040 Temporary Employees, 500050 Contracts on Payroll, 500060 — Overtime, and 500070 — Shift

Differential are available for use **
** FICA, Retirement, and other salary based benefit costs expected because of Overtime should be
budgeted in the 500060 - Overtime account code **

Completing a Base Budget Request
1. After logging into Vantage, navigate to Advantage Budgeting --> Budget Tasks --> Formulate
Budget Request
2. Inthe Code field enter BASE_ BUDGET_REQUEST, Click Search
3. Select Form Layout, BASE_ BUDGET_REQUEST
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fdvantace Budasting > BudastTaaks » Budget Layout Selection -

Budget Layout Selection

)
Code: [iSE_subceT_requesT Neme: [ (==
Layout Type: .
Display 10 v Items
[ Jeose ______________________________________________ Jew____________________________________________________________ Juouree________________]

¥ pase supceT acouest Department Base Budget Request Generic

Go to top of page.

4. To Open a New request Click New, to edit an existing request click Search, highlight the request
you would like to open and click Edit. Note, you can only create one request per appropriation

Select Budget Request

Layout Code: [BASE_BUDGET_REQUEE Request Code: | Current fank: | [Sesrch

Lavout Type: | Ganeri Name: Stage

[How] (598 [ Somyrissdsr ] [Capyai ] [sow) [Geisie] [Saws] ooy 10 = mems

1]
I - L S

B 20 Budget and Mansgement Base Budget request R 0 1110003000

Go to top of page

5. When Opening a New request, you will be asked to fill in the following information (a *next to a
code field indicates that it is a required field)
a. Request Code: (leave blank, this field will auto-generate a number)
Name: (Your Appropriation Name Base Budget Request)
Stage: (1)
Description: (leave blank)
Ranking Type: (leave blank)
Organization: (enter Appropriation DeptID or click the hyperlink to search for an
Appropriation DeptID)
g. After entering information, Click Save in the upper right hand corner of the page

-0 oo T

Create Budget Request

Expand &1l | Collaps &1l

= Budget Request Information ()

- Budget Instance Details

S Dimansiors [
roazaton: [FTTss0T058 ¥

Ratun 1o Too

Go 10 top of page

h. After clicking Save, a message will indicate the ‘Action was Successful’ and two more
tabs will become available: the Budget Lines Tab and the Document Attachments Tab
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6. The Budget Lines Tab is where all of the expenditure data exists, and is where you will enter
your budget requests.

You can enter budget information each of the following ways:
a. Hand enter information into the Request Amount column
b. Use the import/export feature, including the Excel Interface template, shown in
Appendix A
c. Use the Modeling Functionality described in Appendix E

Navigate between pages of the Base Budget request by using the Item Page links just below the
New Item button.

d. Add anew line item by clicking New Item on the left side of the page above the table. A
new line will appear at the bottom of the table. Enter the following information in the
new line code fields:

i. Fund: (enter the Fund object code or search for a fund using the global search
icon)
ii. Budget Object: (enter the expenditure object code or search for an expense
object using the global search icon)
iii. Request Amount: (Enter the amount you wish to budget for this Fund/Expense
Object combination)

e. Delete and Item by clicking the check box to the left of the item you wish to delete, then

click Delete Item

I N NN ™ N N
0] 1 | A 0/ 1,176,004 1
i

-z T .

- Laaza |

[

Br s [z5500 13,530 i r

®Br Mowee ¢ #fmoeee & icoesse I 1 r

®r- s 5500 ¢ e Luaf | r

Bre L ETEETY pa— I
®Br - Pson & 77 [ [

Mroe L T [ 175 [ 1 I

Broe LT [Foac00 | ¢ C soae [ I

CY L] 33300 Bzoszoo 4 e 290 | 1 r

O #5000+ AMzzooas [ Naw ] [ Naw ] Cnaw][ 2,500 (M I
2] I N N A | coieeesn |
Expand All | Collapse

f.  Once you have entered the Requested Amounts for your Base Budget Request, click
Save, shown in the top right corner of the screen.
7. Submit your initial Base Budget request (October submissions for review with the Commissioner
of Finance) by returning to the Edit Budget Request tab.
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a. Select the Stage dropdown and select (2)

Click Save. This will move your budget request to the Budget Office for initial review.
There will be opportunities to edit your Base Budget Request during Stage 2, but only
Budget Analysts will be able to edit requests in preparation for the Governor’s
Recommended Budget during Stage 3.

8. Verify and Check your Base Budget Request using a Query
a. If you are within your budget request click the Back button in the top right corner of the
screen, to exit your request, a warning message will appear and you can hit Continue.
Navigate to: Advantage Budgeting --> Budget Tasks --> Execute a Query
b. To search for the Budget Request Query, check the Public Box next to the Search button
i. Check the Public Box next to the Search button
ii. Inthe Code field enter (BASE_BUDGET_PROCESS)
iii. Click on the BASE_BUDGET_PROCESS query, then click Select

ReferenceData SBFS  Projection/Allocation Security Utiities Buelget Tasks Dashboards  Integration

Budssting > BudastTasks > Erecute s Query

Execute a Query

Code: [SE_BUDGET_PROCESS Name: | Pubic: 7 [ Search ]

[Selezt] Display 18 = rems

(&
[ & ease_supcer_rrocess Base Budget Frocess - Cetail Lavel

5a to top of page

c. Define Query parameters, but entering the Appropriation DeptID in the available Code
field.

d. Click Query
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Define Execution Parameters

Expand All | Collapse All

— = Definition Information

Query Definition: [BASE_BUDGET_PROCES

Return to Top

— = Organization

far n: %
| coaal =
*Code: IlllSUUlUUU F 4

Return to Top

— = Tab Setup

Tabbed Dimension: -
Level: -

Show all Levels: -

“Tab Results: Both -

Return to Top

So to top of pags

e. You will be able to verify your total budget request using this query (results shown
below) during all the stages of the Budget Process and the Legislative Process. You are
able to drill into each amount to verify its composition, as well as export the query
results to Excel for additional analysis.

) csiom wss successful.
Query
[~ Definition Summary
Code: BASE_BUGGET_PROCESS Mame: Base Budget Process - Detail Level
Organization: 1115003060 Grganization Name: Finance & Mgmnt - Financial Operationss

[ Export Tab | [ gendink |

' Total Request | Changes Decision Ttem
500000 - Classified Emolovees L.513.343 2 2 2 2 o 2 2 1.469.226
500040 - Ter employees 20530 Q2 2 2 2 L] 2 2 Q
500060 - O 1143 2 0 ] 0 o 0 0 0
501000 - Fl Employees 109,674 '] '] a Q 2 ] 2 112,308
501500 - Health Classified Empl 345,754 a a a Q 2 1 2 304,571
Classified Emp| 258,933 2 2 2 1] 2 2 2 251386
2 21818 a a a 2 2 ] 2 18250
630 F l f i 0 o 2 sais
1s88 2 2 2 2 ° 2 2 a2z
827 2 2 2 2 o 2 2 2
224 L] ] 2 Q2 L] 2 2 2
u 4000 2 0 2 0 0 0 2 0
ent Compensation 1068 '] '] 2 Q ] 2 2 Q
506200 - Other Pers Serv 223,460 2 2 2 Q 2 2 2 2
507100 - Contr & 3Rd Party - Financial 5703 a 2 a I 2 2 2 9
- Dis 551 a a a 2 2 2 2 2
- a 9 2 1 9 0 ] 2 0
- 28 2 2 2 2 ° 2 2 Q
- 10 2 2 2 2 L 2 2 L
- Rer 542 ] 2 2 2 2 2 2 2
ks s 2 0 ] 0 0 0 2 0
- Fee- e B86.851 '] '] 2 ] ] 1 2 Q
516000 - Insurance Gther Than Empl Bene 783 2 2 2 Q 2 2 2 2
nsurance - General Liabiity 2820 a 2 2 2 2 2 2 ]
1330 2 2 0 0 0 0 2 0
a8 2 2 2 2 ° 2 2 °
53383 2 2 2 2 o 2 2 Q
22334 2 2 2 2 L] 2 2 Q
21824 2 2 0 0 o ° 0 0
1338 f o [ 0 0 o 0 0
517000 - Printing and Banding 2476 a 2 a Q2 2 1 2 2
517050 - Process&Printg Films,Microfilm 204 a 2 a ' '] 2 2 2

NOTE — The Base Budget Request Form will not display a Department’s entire budget — the form itself
excludes Personal Service costs, Decision Items, and Internal Service Fund Charges. Run the Query
shown above to view your Department’s Total Budget Request.

Business case 2: Base Budget Request

Test Procedures
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Request Base Budget - Navigate to Budget Tasks

Advantage Budgeting > Budget Tasks > Formulate Budget Request
- In Code Field Enter (BASE*)

- Select 'BASE_BUDGET_REQUEST'

Create a New Request
- Select 'New' Button above the table

Under Budget Instance Details Header, populate the following:

- Request Code: (Leave Blank, sequential request code number will auto generate)
- Name: ([Appropriation Name] Test Base Budget)

- Stage: (1)

-> Description: (Leave Blank)

- Ranking Type: (Leave Blank)

Under Dimensions Header, perform the following steps:
-> Click the 'Organization' Hyperlink

- Enter [Appropriation DeptID] in the Code Field

- Click 'Search’

- Select [Appropriation DeptlD]

-> Click 'Save'

Add Budget Line Expense Object

-> Click 'Budget Lines Tab'

- Click 'New Item'

- A blank Item should appear at the bottom of the table

- In empty fund field, enter Fund (10000)

- In the empty budget object field <the next empty field>, Enter Object (550045)
- In Request Amount Field, Enter (50,000)

- Click 'Save' <located in the upper right and corner>
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Delete a Budget Expense Object

- Find a budget Expense object (500060 - Overtime) <If your appropriation does not have this
budget object, choose another object code to Delete>

- Click the check box to the left

- Click ' Delete Item'

- Click 'save'

Export Request to Excel and Increase Request Amount for All Objects by 4%

-> In 'Budget Lines' Tab, Click 'Export' Hyperlink < next to the Delete Button>

- Click 'Open', when download prompt opens <if nothing opens, check browser settings to
make sure you allow the file to download>

- Click Row 2 of Column E <Under 'Request Amount'>

- Enter (=D2*1.04); then press 'Enter’

-> Right Click Row 2 of Column E and Select 'Copy'

-> Highlight Row 3 to the second to last row of Column E <do not highlight the 50,000 in the last
row>

-> Right Click and 'Paste’

- Highlight Row 2 to the second to last row of Column E

- Right Click Row 2 of Column E and Select 'Copy'

-> Click Row 2 of Column E

-> Right Click and Select 'Paste Special'

-> Select 'Values' radio button and Click 'Ok’

- Press 'Escape' <on keyboard>

— Save As (Budget Increase Test) <should be a CSV file, take note of the location where you
saved the file>

Note: If a box with "Incompatible features" information appears, click 'Yes', to keep workbook
in its format

Import Increased Request Amounts into Base Budget Request Form

-> Return to Vantage

- In 'Budget Lines' tab of the Base Budget Request Form, Click the 'Import' Hyperlink < Make
sure the display is set to '10">

-> Click Browse and Select the 'Budget Increase Test.csv' File

- Click 'Upload'

- <All Old budget line items will be grayed and crossed out>

- Click 'Save'

< The Old budget items should disappear and only uploaded items will appear>

-> Verify that results were uploaded correctly by referring to the spread sheet.

Submit Initial Budget Request

- Navigate to 'Edit Budget Request' tab of the Base Budget Request Form
- Select Stage(2)

- Click 'Save'
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3. Completing a Decision Item Request

Decision Items are the third piece of a department’s Total Budget Request — 1) Salaries and Benefits as
calculated by SBFS 2) Base Budget Requests (service-level budget requests) as submitted by
departments using the Base Budget Form 3) Decision Item requests as submitted by departments using
the Decision Item Request Form. Decision ltems represent increases or decreases to department
budgets based on proposed policy changes. For example, a projected increase in the cost of fuel would

be considered an increase in a Base Budget, whereas a projected increase in cost from staffing a new
laboratory would be considered a Decision ltem increase.

Decision Item Requests should be submitted during the initial budget submission (mid-late October), but
can be submitted throughout the budget cycle as necessary. The Commissioner of Finance will review
Decision Item requests and either approve them, by submitting requests to Stage 3, or not approve
them, by relegating them to a Stage 2 purgatory. Once approved to Stage 3, Decision Item Requests are
attached to a department’s Total Budget. Approved Decision Items will roll into a department’s Base
Budget for the following year.

Unlike Base Budget Requests, departments can create multiple Decision Item Requests for each
appropriation.

Changes from BDS

Decision Items Requests were not separate from Base Budget Requests in BDS. While departments often
made increases or decreases to their budgets (reductions in personnel, new initiatives) the submission
of the specific increases or decreases was in conjunction with a departments total budget request.

Completing a Decision Item Request
1. After logging into Vantage, navigate to Advantage Budgeting --> Budget Tasks --> Formulate
Budget Request
2. Inthe Code field enter DECISION_ITEM_REQ, Click Search
3. Select Form Layout, DECISION_ITEM_REQ
4. To Open a New request Click New, to edit an existing request click Search, highlight the request
you would like to open and click Edit.

5. When Opening a New request, you will be asked to fill in the following information (a *next to a
code field indicates that it is a required field)
a. Request Code: (leave blank, this field will auto-generate a number)
b. Name: (Your Appropriation Name Base Budget Request)
c. Stage: (1)
d. Description: (leave blank)
e. Ranking Type: (leave blank)
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f. Description: (fill in a description of the decision item request —ie New Game Warden for
Central VT)

g. Decision Item Type: choose Operating for discrete items —ie New Copier, Personal
Service for new positions, New Initiative for new projects or programs, or Reductions for
any reduction required to meet budget targets)

h. Organization: (enter Appropriation DeptID or click the hyperlink to search for an
Appropriation DeptID)

i. After entering information, Click Save in the upper right hand corner of the page

(AT ADVANTAGE  sudgeting

Edit Dudget Request | Budget Lines | Postion Lines | Document Attachments

j.  After clicking Save, a message will indicate the ‘Action was Successful’ and two more
tabs will become available: the Budget Lines Tab, the Position Lines Tab, and the
Document Attachments Tab

6. To Add a New Budget Line Item
a. Click on the Budget Lines Tab
b. Click New Item
i. Enter or Search for the appropriate Fund

ii. Enter or Search for the appropriate Budget Expense Object

iii. If the item you are requesting will be an on-going expense, year after year, enter
the Requested Amount in the On-Going Request field. Items in this field will
appear in the following year’s Base Budget Request.

iv. If the item you are requesting will be a one-time expense, enter the Requested
Amount in the One-Time Request field. Iltems in this field will add only to the
current year’s budget request (In the screen shot below notice a One-Time
Vehicle Expense for the ‘New Game Warden in Central VT’ Initiative)

v. Enter ajustification in the Justification Line Text field where appropriate
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3=y

Edit Budget Request | Budget Lines | Position Lines | Document Atiachments

- Statie Felds ()

Lavout Code: [DECISION_ITEM_REQ | Layout Type: [Generic Requast Code: [1041 Requast Name: [Fish and wildie Test Dt Stage: [

Orosnization: [§120000000

Returnto Tap

[ Befresh | [ ZeraOwt | Display Sub Total: [~

[t tiem | [ Sopyitem | [ Dslsie fiom | Sxbon Import AugeTral Vidw Grach Digplay 10 = fems View s CSw
I — A o e e it o o

Moz iszzeo 15,000 [ ffew Truck - Ore Time

-———.:—:—_
£xpand all | Collapse all

7. To Add a New Position
a. Click on the Position Lines Tab
b. If the new position is Vacant, Click New Item
c. Ifthe new position is an existing employee, Click Add Existing Employee
d. Enter the appropriate information in the New Position Row
i. Enter the appropriate Fund
ii. Enter the Position Classification
iii. Enter the Funding Start Date (when the position is likely to begin)
iv. Enter the Funding End Date (the end of the upcoming Fiscal Year, ie 6/30/2014)
v. Enterthe FTE as (1)
vi. Enter the Count as (1)
vii. If adding an existing employee, you will be required to enter his or her
employee number as well
e. Click Calculate — notice the cost of the position will appear in the Cost column
f. Click Update — This will write the Salary and Benefits cost of the new position to the
Budget Lines Tab. Clicking Update will automatically return you to the Edit Budget
Request Tab. Click the Budget Lines Tab to review the total Decision Item information
(The cost of the new Vehicle and the cost of the new position as shown below)

g. Click Save

[geve] [eock]

Edit Budget Request | Budoet Lines | Pasition Lines | Document Attachmets
U]
= static Fields ()
Layout Code: [DECISION ITEW_REQ  Layout Type: | Generc Reguest Code: [1041 Request Name: [Fish and wildite Test D Stage: [T
Organization: [6120000000
[Befresh | [[Zeroou | Display Sub Total: [~
[ mewitem | [ copymem | [ Deletaimem | Exoot Imoodt dusieTrail view Grach pislay 10 + jems  iew as CSV
Ttems 1-9 of §

T L L L L —
mBr Mozs v LT Vehicies 15,000 W
m 2 Maoxzs & #Msorse . & [ m ]  m —————
m 3 #Maomzs 4 s & s [ 1= — = 1
B s Mz v LG s [ 1= = ——
® s LT #0004 M ws= = —
®m s Maozzs 4 #sozo0e 4 e [ smE  m —————
m - Maoxzs & #sooe . & £ m ] = /0
m e Moz v L T —— E 33,741 I_I'I !7
m s Mz v L T T —— E
-—__l——_

**Notice the Position salary and benefits cost automatically appeared in the On-Going Request Column **
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8. To Submit a Decision Item Request to attach to your Total Budget Request:

a. Click the Edit Budget Request Tab

b. From the Stage dropdown, select (2)

c. Click Save — Submitting a Decision Item to Stage 2 will offer it the the Budget Office for
Review. Budget Analysts will move Approved Decision Item requests to Stage 3,
subsequently adding them to the Governor’s Recommended Budget.

9. Verify and Check your Total Budget Request, including Decision Item Requests using a Query

f. If you are within your budget request click the Back button in the top right corner of the
screen, to exit your request, a warning message will appear and you can hit Continue.
Navigate to: Advantage Budgeting --> Budget Tasks --> Execute a Query

g. To search for the Budget Request Query, check the Public Box next to the Search button

i. Check the Public Box next to the Search button
ii. Inthe Code field enter (BASE_BUDGET_PROCESS)
iii. Click on the BASE_BUDGET_PROCESS query, then click Select

Refesence Data  SBFS  Projection/Allacation

Security Utities Budget Tasks  Dashboards  Integration
Budoet Tasks > Execute aQuery -

Execute a Query

Code: [SE_BUGGET_FROTESS Name: | public: 7 [ Geareh |

[Ssleat] isplay 10+ ems

() ® mase_subceT_paocess Base Budget Process - Detail Level

53 to top of page

h. Define Query parameters, but entering the Appropriation DeptID in the available Code
field.

i. Click Query

Define Execution Parameters

Expand all | Collapse all
— = Definition Information

Query Definition: [BASE_BUDGET_PROCES

Return to Top

— = Organiza tion

< i icrn: <7
rche:
*Code: 1115001000 b

Return to Top

— = Tab Setup

Level: -
Show All Levels: —

*Tab Results: Both -

Return to Top

Go to top of page

j. You will be able to verify your total budget request using this query (results shown
below) during all the stages of the Budget Process and the Legislative Process. You are
able to drill into each amount to verify its composition, as well as export the query
results to Excel for additional analysis.
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Query

Definition Summary

Code: BASE_BUDGET_FROCESS Name: Base Budget Process - Detail Level

Organization: 6120000000 Organization Name: FW Support & Field Services
[ Export Tab ] [ Send Link ]

Original Department Decision Item
As Passed Budget Base Operating Request

500000 - Classified Employees 7,106,773 (1] 33,741
500010 - Exempt 148,013 1] 1]
500040 - Temporary Employees 588,766 o o
500060 - Overtime 377,851 o o
500070 - Shift Differential 93,643 o o
501000 - FICA - Classified Employees 1] 1] 2,583
501010 - FICA - Exempt i] 1] 1]
501099 - FICA 452,876 o o
501299 - Medicare 105,914 o o
501500 - Health Ins - Classified Empl 1] 1] 11,748
501510 - Health Ins - Exempt (1] (1] (1]
501599 - Health Insurance 1,719,460 1] 1]
502000 - Retirement - Classified Empl (1] 0 5,774
502010 - Retirement - Exempt o o o
502099 - Retirement 1,321,980 o o
502500 - Dental - Classified Employees 1] 1] 648
502510 - Dental - Exempt o o o
502539 - Dental 106,532 o o
503000 - Life Ins - Classified Empl o 0 143
503010 - 1ifs Tne - Fvamnt n 0 0

**Notice the New ‘Game Warden in Central VT’ Initiative added in the screen shots appears in the FY
2014 Decision Item Time Period.

NOTE — The Base Budget Request Form will not display a Department’s entire budget — the form itself
excludes Personal Service costs, Decision Items, and Internal Service Fund Charges. Run the Query
shown above to view your Department’s Total Budget Request.

Business Case - Decision Item Request

Test Procedure

Add a Decision Item Request - Navigate to Budget Tasks
Advantage Budgeting > Budget Tasks > Formulate Budget Request

Find Decision Item Request
--> Select (DECISION_ITEM_REQ)
--> Click 'New' button above the table
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Under the Budget Instance Details Header, populate the following:

--> Request Code: (leave blank, sequential request code number will auto-generate)
-->Name: (Appropriation Name Test Position)

-->Stage: (1)

-->Description: (leave blank)

--> Ranking Type: (leave blank)

Under Budget Request Information
--> Description: (Request New Position)
--> Decision Item Type: Select 'New Initiative' from drop down list

Under Dimensions Header
--> Organization: ([Appropriation Dept. ID])
--> Click Save

Enter Budget Information

--> Select 'Budget Lines' Tab

--> Click 'New' Item

--> Fund: (10000)

--> Budget Object: (520000)

--> On Going Request: (1000)

--> One-time Request: (leave blank)

--> Justification Line Text: (User Provisions)
--> Click 'Save'

Enter Position Information
--> Select 'Position Lines' Tab
--> Click 'New Position'
--> Fund: (10000)
--> Classification: (121900)
--> Grade: (leave blank)
--> Step: (leave blank)
--> Loc Code: (leave blank)
--> Category: (leave blank)
--> Employment Type, Position Status, Funding Start Date, Funding End Date: (leave all blank)
--> FTE: (1)
--> Count: (1)
--> Salary Percentage, Salary, Justification Line Text: (leave all blank)
--> Click 'Calculate’
--> Click 'Update’
--> Click 'Save'
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Submit Decision Item Request
-->Click on Edit Budget Request Tab
-->Select Stage: (2)

-->Click Save

Validate Decision Item Request using a Query

Navigate to Budget Tasks

--> Click 'Back’

Advantage Budgeting > Budget Tasks > Execute a Query

--> In 'Code' field, enter (BASE_BUDGET_PROCESS)

--> Click the 'Public' Box

--> Click 'Search'

--> Click the ‘BASE_BUDGET_PROCESS’ radio button

--> Click 'Select'

--> In the second 'Organization Code" field <the white one, not the one that is grayed out>, enter
([Appropriation DeptlID])

--> Click 'Query'

--> In 'Display' Dropdown, Select 'All'

--> Validate the Decision Item Requests made above appear in the FY 2014 Decision Item Request

4. Grants Out, Federal Receipts, Interdepartmental Transfers

Budget submissions require a listing of the Estimated Federal Receipts and Interdepartmental transfers
your department will receive in the upcoming fiscal year. Budget submissions will also require a listing of
the Grants your department will send to non-State entities. Reports are available to include this
information in Department Budget packets for Legislative Testimony.

How to enter Grants Inventory, Federal Receipts and Interdepartmental Transfers
1. After logging into Vantage, navigate to Advantage Budgeting --> Budget Tasks --> Formulate
Budget Request
2. Inthe Code field enter either (EST_FED_RECEIPTS, IDT_RECEIPTS, or GRANTS_INVENTORY), Click
Search
3. Select Form Layout, (EST_FED_RECEIPTS, IDT_RECEIPTS, or GRANTS_INVENTORY)
4. To Open a New request Click New, to edit an existing request click Search, highlight the request

you would like to open and click Edit.
5. When Opening a New request, you will be asked to fill in the following information (a *next to a
code field indicates that it is a required field)
k. Request Code: (leave blank, this field will auto-generate a number)
I.  Name: (Your Appropriation Name Base Budget Request)
. Stage: (1)
Description: (leave blank)

© = 3

Ranking Type: (leave blank)
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p. Organization: (enter Appropriation DeptID or click the hyperlink to search for an
Appropriation DeptID)
g. After entering information, Click Save in the upper right hand corner of the page
After clicking Save, a message will indicate the ‘Action was Successful’ and two more
tabs will become available: the Budget Lines Tab, and the Document Attachments Tab
6. To Add a New Budget Line Item
a. Click on the Budget Lines Tab
b. Click New Item
i. Enter or Search for the appropriate Fund
ii. Enter or Search for the appropriate Budget Expense Object, listed below for
each type:
1. Grants Out Inventory - GRANTS_OUT_EST
2. Interdepartmental Receipts - 495000 EST
3. Federal Receipts - 430000 EST
iii. Enter a justification in the Justification Line Text field where appropriate for
every Grant, IDT, or Federal Receipt. NOTE — You must use the proper naming
convention, the standard justification for each is listed below:
1. Grants Out Inventory — (The name of the program or entity receiving the
grant)
2. Interdepartmental receipts — (‘Giving Appropriation’ DEPTID ; ‘Giving
Appropriation’ Name)
3. Federal Receipts — (CFDA # ; Name of the Federal Grant)
iv. Click Save
7. Verify and Check your Grants Out, Federal Receipts, and IDT Receipts using a Query
k. If you are within your budget request click the Back button in the top right corner of the
screen, to exit your request, a warning message will appear and you can hit Continue.
Navigate to: Advantage Budgeting --> Budget Tasks --> Execute a Query
|.  To search for the Budget Request Query, check the Public Box next to the Search button
i. Check the Public Box next to the Search button
ii. Inthe Code field enter (EST_RECIPTS')
iii. Click onthe EST_RECIPTS' query, then click Select
m. Define Query parameters, but entering the Appropriation DeptID in the available Code
field.
n. Click Query
NOTE — All estimated receipts and grants out will appear in aggregate — click on the
query results to drill down and see the detail that makes up the detail of each amount.

Business Case
Grants Out Business Case

Test Procedure
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Add Grants Inventory - Navigate to Budget Tasks
Advantage Budgeting > Budget Tasks > Formulate Budget Request

Find Grants Inventory Form
--> Select the form layout (GRANTS_INVENTORY)
--> Select 'New' button above the table

In 'Budget Instance Detail', enter the following information in the available fields:
--> Request Code (leave blank)

--> Name: (User ID Grants Test)

--> Stage: (1)

--> Ranking Type: (leave blank)

--> Description: (leave blank)

--> Organization: (Appropriation DeptID)

--> Select 'Save'

Add Grants Inventory Object

--> Click the 'Budget Lines' Tab

--> Click 'New Item'

--> Fund: (20405)

--> Budget Object: (GRANTS_OUT_EST)

--> Estimate Amt: (10,000)

--> Justification Line Text: (The name of the program or entity receiving the grant)
--> Click 'Save'

--> Click 'Back’

Verify Results Using Query

Advantage Budgeting > Budget Tasks > Execute a Query
--> In 'Code' field Enter (EST*)

--> Check the 'Public' box

--> Click 'Search'

--> Click 'EST_RECIPTS' radio button

--> Click 'Select'

-->In Code field enter ([Appropriation DeptID])

--> Click 'Query'

--> Find 'Esitmated Grants Out'

--> Click the total amount hyperlink

--> Verify that the Grants Out Estimate for your (Appropriation DeptID) is (10,000)

Interdepartmental Receipts Business Case

Test Procedure

Add Inter Departmental Receipts - Navigate to Budget Tasks
Advantage Budgeting > Budget Tasks > Formulate Budget Request
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Find IDT Form
--> Select: (IDT RECEIPTS)
-->Click 'New' button above the table

In 'Budget Instance Detail' enter the following information in the available fields:
--> Request Code: (leave blank)

--> Name: (User ID IDT Test)

--> Stage: (1)

--> Ranking Type: (leave blank)

--> Description: (leave blank)

--> Organization: (Appropriation DeptID)

--> Select 'Save'

Add Interdepartmental Receipt Object

--> Click the 'Budget Lines' Tab

--> Click 'New Item'

--> Fund: (20405)

--> Budget Object: (495000_EST)

--> Estimate Amount: (10,000)

--> Justification Line Text: (‘Giving Appropriation’ DEPTID ; ‘Giving Appropriation’ Name)
--> Click 'Save'

--> Click 'Back’

Verify IDT Results Using Query

Advantage Budgeting > Budget Tasks > Execute a Query
--> In 'Code' field Enter (EST*)

--> Check the 'Public' box

--> Click 'Search’

--> Click 'EST_RECIPTS' radio button

--> Click 'Select'

-->In Code field enter ([Appropriation DeptID])

--> Click 'Query'

--> Find 'IDT Estimate'

--> Click the total amount hyperlink

--> Verify that the IDT Estimate for your (Appropriation DeptlD) is (10,000)

Warning: IDTs listed in this form must equal budgeted IDTs. Budget Analysts will review that they match
and that the proper naming convention is used.
Estimated Federal Receipts Business Case

Test Procedure
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Add Federal Receipt - Navigate to Budget Tasks
Advantage Budgeting > Budget Tasks > Formulate Budget Request

Find Fed Receipt Form
--> Select (EST_FED_RECEIPTS)
--> Select 'New' button above the table

In the 'Budget Instance Detail', enter the following information in the available fields:
--> Request Code: (leave blank)

--> Name: (User ID Federal Rec Test)

--> Stage: (1)

--> Ranking Type: (leave blank)

--> Description: (leave blank)

--> Organization: (Appropriation DeptID)

--> Select 'Save'

Add Federal Receipt Object

--> Click the 'Budget Lines' Tab

--> Click 'New ltem'

--> Enter Fund (22005)

--> Enter Budget Object (430000_EST)

--> Enter Revenue Estimate (10,000)

--> Enter Justification Line Text (CFDA # ; Name of the Federal Grant)
--> Click 'Save'

--> Click 'Back’

Verify Revenue Estimate Results Using Query
Advantage Budgeting > Budget Tasks > Execute a Query
--> In 'Code' field Enter (EST*)

--> Check the 'Public' box

--> Click 'Search'

--> Click 'EST_RECIPTS' radio button

--> Click 'Select'

-->In Code field enter ([Appropriation DeptID])

--> Click 'Query'

--> Find 'Federal Grant Estimate'

--> Click the Federal Grant total amount hyperlink

--> Verify that the Federal Grant Estimate for your (Appropriation DeptID) is (10,000)

Warning: Federal Receipts listed in this form must equal budgeted Federal Funds. Budget Analysts will
review that they match and that the proper naming convention is used.

5. Special Funds Estimated Revenues
As a part of submitting the yearly budget, Department Users will be required to enter revenue estimates
for any Special Funds for which their department collects revenue. Capturing Special Fund revenue
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streams for an upcoming budget is new to the State through Vantage, and will provide a better

understanding of Statewide spending authority. The step by step process of submitting a budget is

described below.

Entering Special Fund Revenues
1. After logging into Vantage, navigate to Advantage Budgeting --> Budget Tasks --> Formulate
Budget Request
2. Inthe Code field enter SPECIAL_FUND_REVENUE, Click Search
3. Select Form Layout, SPECIAL_FUND_REVENUE
4. To Open a New request Click New, to edit an existing request click Search, highlight the request

you would like to open and click Edit. Note, you can only create one request per appropriation

5. When Opening a New request, you will be asked to fill in the following information (a *next to a
code field indicates that it is a required field)

i.
j-
k.
l.

2 3

e

Request Code: (leave blank, this field will auto-generate a number)

Name: (Your Appropriation Name Base Budget Request)

Stage: (1)

Description: (leave blank)

Ranking Type: (leave blank)

Organization: (enter Appropriation DeptID or click the hyperlink to search for an
Appropriation DeptID)

After entering information, Click Save in the upper right hand corner of the page
After clicking Save, a message will indicate the ‘Action was Successful’ and two more
tabs will become available: the Budget Lines Tab and the Document Attachments Tab

6. Click the Budget Lines Tab to input the special fund revenue information

a.
b.

Click New Item

Enter the specific fund you’re entering an estimate for (the form is set up so that a
department can enter all of their SF revenue estimates in one form, or they can use
multiple for forms for various funds)

Enter the Revenue Budget Object (should begin with a 4****)

Enter the Revenue amount (do not be alarmed when the total line shows a negative
number — Vantage understands revenues as negative numbers and expenditures as
positive numbers)

When finished click SAVE.

Vantage Training Document - Ver. 9/23/2013 Page 48




Business Case SF Revenues

e
VERMONT

Test Procedure

Add Special Fund Revenue Estimate -Navigate to Budget Tasks Advantage Budgeting > Budget Tasks >

Formulate Budget Request

Find Special Revenue Form

--> In the 'Code' field, Search (SP*)

--> Click on (SPECIAL_FUND_REVENUE)
--> Click 'New' button above the table

Under 'Budget Instance Details', enter the following information in the available fields:

-->Request Code: (leave blank)
-->Name: (User ID SF Revenue Test)
-->Stage: (1)

-->Ranking Type: (leave blank)
-->Description: (leave blank)

Under 'Dimensions' Header

--> Organization: (Appropriation DeptID)
--> Click 'Save'

Add Revenue Estimate Object

-->Click the 'Budget Lines' Tab

-->Click New Item

-->Fund: (20405)

-->Budget Object: (415000)

-->Revenue Estimate: (10,000)
-->Justification Line Text: (General Revenues)
-->Click Save

-->Click Back
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Verify Revenue Estimate Results Using Query
Advantage Budgeting > Budget Tasks > Execute a Query
-->In 'Code' field Enter (TOT_REV*)

--> Check 'Public' Box

-->Click 'Search'

-->Click 'TOT_REV_QUERY' radio button

-->Click 'Select’

Under Time Period Selection

--> Click 'Search' next to 'Selected Time Periods'

-->In ' Code' Field enter: (BY_DEPT_BASE)

--> Click 'Search’

--> Select 'BY_DEPT_BASE"

--> Click 'Add'

--> Click 'Update'

--> Click 'Query'

--> Select '50' from the 'Display Item' Dropdown

--> Find Revenue Estimate Total for fund (20405)

--> Click the total amount hyperlink

--> Verify that the Rev. Estimate for your (Appropriation DeptID) is (10,000)

6. Budget Adjustment Act Requests
This section describes general information and the necessary steps to complete a Budget Adjustment
Act (BAA) request. Department Users must submit budget adjustments, both increases and reductions,
through Vantage. The Budget Office will review BAA requests for their potential inclusion in the Budget
Adjustment Act. All budget Adjustment Act changes to the Current Year budget will be tracked in
Vantage, including changes made in the legislature independent of the Governor’s BAA. Department
Users are only responsible for submitting the initial BAA requests where necessary.

Changes from BDS
The Budget Adjustment Act is much more important in Vantage than it BDS, where it was largely
entered during the following year’s budget cycle.

- Department Users will be required to submit BAA requests during the fall of each upcoming
budget season.

- Departments will be required to submit New Positions in the BAA Request Form in Vantage.

- The Budget Office will now be using BAA Request submissions in Vantage to produce the bill’s
legislation. The BAA is also one of many types of budget adjustments that occur throughout the
year (ie. Excess Receipts, Grants), which will be accounted for to realize Vantage's increased
reporting capabilities.

Completing a BAA Request
1. After logging into Vantage, navigate to Advantage Budgeting --> Budget Tasks --> Formulate

Budget Request
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2. Inthe Code field enter CY_BAA_REQUEST, Click Search

3. Select Form Layout, CY_BAA REQUEST

4. To Open a New request Click New, to edit an existing request click Search, highlight the request
you would like to open and click Edit. Note, you can only create one BAA request per
appropriation

Reference Data SBFS  Projection/Allocation  Security  Utilities Budget Tasks Dashboards Integration

Advantage Budgeting > Budget Tasks = Formulate Budget Reguest = Select Budget Request

Select Budget Request

Layout Code: |CY_BAA_REQUEST Request Code: I Current Rank: | Search
Layout Type: | Generic Name: I Stage: A
Organization: I 7

I O - -

5. When Opening a New request, you will be asked to fill in the following information (a *next to a
code field indicates that it is a required field)
a. Request Code: (leave blank, this field will auto-generate a number)
b. Name: (Your Appropriation Name Base Budget Request)
c. Stage: (1)
d. Description: (leave blank)
e. Ranking Type: (leave blank)
f. Organization: (enter Appropriation DeptID or click the hyperlink to search for an
Appropriation DeptID)
g. After entering information, Click Save in the upper right hand corner of the page

[save] [Back

Edit Budget Request | Busget Lines | Postion Lines | BAA Changs Explanstan | Dacument Atachments

h. After clicking Save, a message will indicate the ‘Action was Successful’ and two more
tabs will become available: the Budget Lines Tab, Position Lines Tab, BAA Change
Explanation Tab, and Document Attachments Tab
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Click on the BAA Change Explanation tab
a. Inthe first box under Section Content, explain the reason for this particular Budget
Adjustment Request. Note — the form will not Save again properly without entering this
explanation.
The Budget Lines Tab is where all of the expenditure data exists, and is where you will enter all
BAA Requests, except for new positions. The Requested Adjustment Amount should be an

increment to the FY 2013 Budget Column — NOT what the new total amount should be.

You can enter budget information each of the following ways:
a. Hand enter information into the Request Amount column
b. Use the import/export feature, including the Excel Interface template, shown in
Appendix A
c. Use the Modeling Functionality described in Appendix E

Navigate between pages of the Base Budget request by using the Item Page links just below the
New Item button.

a. Add anew line item by clicking New Item on the left side of the page above the table. A
new line will appear at the bottom of the table. Enter the following information in the
new line code fields:

i. Fund: (enter the Fund object code or search for a fund using the global search
icon)
ii. Budget Object: (enter the expenditure object code or search for an expense
object using the global search icon)
iii. Request Amount: (Enter the amount you wish to budget for this Fund/Expense
Object combination)

b. Delete and Item by clicking the check box to the left of the item you wish to delete, then
click Delete Item

c. Once you have entered the Requested Amounts for your Base Budget Request, click
Save, shown in the top right corner of the screen.

To Add a New Position

d. Click on the Position Lines Tab

e. If the new position is Vacant, Click New Item

f. If the new position is an existing employee, Click Add Existing Employee

g. Enter the appropriate information in the New Position Row

i. Enter the appropriate Fund
ii. Enter the Position Classification
iii. Enter the Funding Start Date (when the position is likely to begin)
iv. Enter the Funding End Date (the end of the upcoming Fiscal Year, ie 6/30/2014)
v. Enterthe FTE as (1)
vi. Enter the Count as (1)
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vii. If adding an existing employee, you will be required to enter his or her
employee number as well

h. Click Calculate — notice the cost of the position will appear in the Cost column

i. Click Update — This will write the Salary and Benefits cost of the new position to the
Budget Lines Tab. Clicking Update will automatically return you to the Edit Budget
Request Tab. Click the Budget Lines Tab to review the total Decision Item information
(The cost of the new Vehicle and the cost of the new position as shown below)

j.  Click Save

9. Submit your initial BAA request by returning to the Edit Budget Request tab.

k. Select the Stage dropdown and select (2)

|.  Click Save. This will move your budget request to the Budget Office for initial review.
There will be opportunities to edit your Base Budget Request during Stage 2, but only
Budget Analysts will be able to edit requests in preparation for the Governor’s
Recommended Budget during Stage 3.

10. Verify and Check your BAA Request using a Query

a. If you are within your BAA request click the Back button in the top right corner of the
screen, to exit your request, a warning message will appear and you can hit Continue.
Navigate to: Advantage Budgeting --> Budget Tasks --> Execute a Query

b. To search for the BAA Query, check the Public Box next to the Search button

i. Check the Public Box next to the Search button
ii. Inthe Code field enter (BAA_ADJ_QUERY)
iii. Click onthe BAA_ADJ_QUERY query, then click Select

c. Define Query parameters, by entering the Appropriation DeptID in the available Code
field.

d. Click Query

BAA Request Business Case

Test Procedure

Request a Budget Adjustment - Navigate to Budget Tasks
Advantage Budgeting > Budget Tasks > Formulate Budget Request
-->In the 'Code' field, Search (CY_BAA_REQUEST)

-->Click 'CY_BAA_REQUEST'

<On New Page that Opens >

-->Click 'New'
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Under the Budget Instance Details Header, populate the following:

--> Request Code: (leave blank, sequential request code number will auto-generate)
-->Name: ([Appropriation Name] Test Budget Adjustment)

-->Stage: (1)

-->Ranking Type: (leave blank)

-->Description: (leave blank)

--> Organization: [Appropriation DeptID]

--> Click 'Save'

Add Positive BAA Request Expense Object

--> Click the 'Budget Lines' Tab

--> Click 'New Item'

--> Enter Fund (10000)

--> Enter Budget Object (507563 - Advertising/Marketing - Other)
--> Enter (5,000) in Requested Adjustment

--> Justification Line Test (Leave Blank)

--> Click 'Save'

Enter BAA Change Explanation

--> Click the 'BAA Change Explanation' Tab

--> In the 'Section Content' field, next to 'Please explain Request', Enter (Key Budget Issues for Current Year
BAA)

--> Click 'Save '

Validate Added Budget Expense Object Remains

--> Click Budget Lines Tab

--> Verify BAA Request Expense Object 507563 is still there with a request amount of $5,000 <will be on the last
page of BAA request>

Add Negative BAA Request Expense Object

On the Budget Lines Tab

--> Click 'New Item'

--> Enter Fund (10000)

--> Enter Budget Object (501500 - Health Ins Classified) <if your appropriation does not have this object, you can
use 501510, 501599, or any other available object code>

--> Enter (-2000) in Requested Amount

--> Click 'Save'
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Submit Initial BAA Request

-->Navigate to 'Edit Budget Request' Tab of the CY_BAA_REQUEST Form
--> Select Stage: (2)

--> Click 'Save'

Validate BAA Request using a Query

Navigate to Budget Tasks

--> Click Back, and use the Bread Crumb Trail to Navigate

Advantage Budgeting > Budget Tasks > Execute a Query

-->In Code field, enter (BAA_ADJ_ QUERY)

--> Check the 'Public' Box

-->Click 'Search’

-->Click 'BAA_ADJ_QUERY'

-->Click 'Select'

--> Under Organization in the second Code field <the white one, not the one that is grayed out>, enter
([Appropriation DeptlD]) <the DeptID may be have autofilled>

-->Click 'Query"

-->Validate the BAA Adjustment requests made above appear in the Current Year Budget Adjustment Act
Request Column <you may have to select 'Display ALL'>

7. Administrative and Legislative Adjustments

Administrative Adjustments

This section describes the steps necessary to complete administrative adjustments in Vantage for
budget to actual monitoring. Throughout the year, as adjustments are made to appropriations,
department’s will use different forms in Vantage to capture the budgetary changes that occur as a result
of these transactions.

Carry Forward:

Carry forward funds of the GF, EF, TF, and TIB fund will automatically be posted to VISION once the prior
fiscal year close-out process is complete. This will include both carry forward funds and prior year
encumbrances in these funds. In order for Vantage and VISION to reconcile, a budget for the funds that
are carried forward and encumbered must be entered into Vantage. This is completed using the
CARRYFORWARD_ENCUMBE form. Additionally, any special fund purchase orders that are rolled over as
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encumbrances must be entered into Vantage. This is also completed using the
CARRYFORWARD_ENCUMBE form.

Completing a Carry Forward Transaction:
1. After logging into Vantage, navigate to Advantage Budgeting = Budget Tasks 2 Formulate
Budget request
2. Inthe Code field enter CARRYFORWARD_ENCUMBE, click search
3. Select form layout, CARRYFORWARD_ENCUMBE
4. To Open a New request Click New, to edit an existing request click Search, highlight the request
you would like to open and click Edit.
5. When opening a new request, you will be asked to fill out the following information (a * next to
a code field indicates that it is a required field)
a. Request Code: (leave blank, this field will auto-generate a number)
Name: (Your appropriation/Business Unit Name)
Stage: (1)
Description: (Leave Blank)
Ranking Type: (Leave Blank)
Organization: (enter Business unit or click the hyper link to search for a business unit)
After Entering information, click Save in the upper right hand corner of the page
After clicking Save, a message will indicate the ‘Action was successful’ and two more
tabs will become available: the Budget Lines Tab, and the Document Attachments Tab.
6. To Add a New Budget Line Item
a. Click on the budget lines tab
b. Click New Item
i. Enter or Search for the appropriate Appropriation Dept. Id
1. Because the form is created at the Business Unit Level, all the carry
forward and encumbrance transactions for one department can be

Sm 0 a0 o

entered on one form
ii. Enter or Search for the appropriate Fund
iii. Enter or Search for the appropriate Budget Expense Object.
1. For any funds encumbered or carried forward, use the expense object
you plan to use when you spend the funds.
2. |Ifthere is any GF, EF, TF, or TIB funds that are marked for reversion,
budget to the Budget Expense Object TO_BE_REVERTED
iv. Click Save
7. When you have completed the form and it is ready for Budget and Management Review,
advance the form to Stage 2.
a. Go to the Edit Budget Request tab
b. Next to Stage select 2 from the drop down menu

c. Click Save
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Excess Receipt Requests, New Grants (AA-1), and ‘The Pay Act’

Budget detail for excess receipts, new grants, and pay act allocations must be entered into Vantage and
reviewed by a budget analyst before forms are forwarded for approval. Once the paper forms have been
approved by the appropriate parties and the transactions have posted to VISION, budget analysts will
advance the forms to Stage 3 and the budget detail will populate the Budget to Actual reports.

Completing an Excess Receipt Request, a New Grant (AA-1), or Pay Act request:
1. After logging into Vantage, navigate to Advantage Budgeting = Budget Tasks = Formulate

Budget request

2. Inthe Code field enter either ER_RECEIPT_REQUEST, AA-1, or PAY_ACT click search
Select form layout, ER_RECEIPT_REQUEST, AA-1, or PAY_ACT

4. To open a new request Click New, to edit an existing request click Search, highlight the request
you would like to open and click Edit.

5. When opening a new request, you will be asked to fill out the following information (a * next to
a code field indicates that it is a required field)

a.

b.
C.
d

S@ o+

Request Code: (leave blank, this field will auto-generate a number)

Name: (Your appropriation/Business Unit Name)

Stage: (1)

Description: (Enter a few relevant details about the specific request such as the ERR
rationale or title of the Grant. For instance, departments may wish to use the answer
from Section 3a on the ERR form or the Grant Summary line from the AA-1)

Ranking Type: (Leave Blank)

Organization: (enter Business unit or click the hyper-link to search for a business unit)
After entering information, click Save in the upper right hand corner of the page
After clicking Save, a message will indicate the ‘Action was successful’ and two more
tabs will become available: the Budget Lines Tab, and the Document Attachments Tab.

6. To Add a New Budget Line Item

a.

Click on the budget lines tab

b. Click New Item

i. Enter or Search for the appropriate Appropriation Dept. Id
ii. Enter or Search for the appropriate Fund
iii. Enter or Search for the appropriate Budget Expense Object.
iv. Enter the corresponding amount for each dept.ID, fund, and object
combination.
v. Click Save

7. When you have completed the form and it is ready for Budget and Management Review,

advance the form to Stage 2.

a.

Go to the Edit Budget Request tab

b. Next to Stage select 2 from the drop down menu
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c. Click Save

Rescission and Reversions

Rescissions and reversions will either occur through legislation or will be communicated to departments
by Finance and Management. Budget detail must be entered into Vantage once legislation has passed
or once a rescission is approved by the administration and/or the emergency board or the Joint Fiscal
Committee.

Completing a Reversion or a Rescission:
1. After logging into Vantage, navigate to Advantage Budgeting = Budget Tasks 2 Formulate
Budget request
2. Inthe Code field enter either REVERSION or RESCISSION, click search
3. Select form layout, REVERSION or RESCISSION
4. To open a new request Click New, to edit an existing request click Search, highlight the request
you would like to open and click Edit.
5. When opening a new request, you will be asked to fill out the following information (a * next to
a code field indicates that it is a required field)
a. Request Code: (leave blank, this field will auto-generate a number)
Name: (Your appropriation/Business Unit Name)
Stage: (1)
Description: (Leave Blank)
Ranking Type: (Leave Blank)
Organization: (enter Business unit or click the hyper-link to search for a business unit)
After entering information, click Save in the upper right hand corner of the page
After clicking Save, a message will indicate the ‘Action was successful’ and two more
tabs will become available: the Budget Lines Tab, and the Document Attachments Tab.
6. To Add a New Budget Line Item
a. Click on the Budget Lines Tab
b. Click New Item
i. Enter or Search for the appropriate Appropriation Dept. Id

S@m 0 a0 o

ii. Enter or Search for the appropriate Fund
iii. Enter or Search for the appropriate Budget Expense Object.
iv. Enter the corresponding amount for each dept.ID, fund, and object
combination.
v. Click Save
7. When you have completed the form and it is ready for Budget and Management Review,
advance the form to Stage 2.
a. Go to the Edit Budget Request tab
b. Next to Stage select 2 from the drop down menu
c. Click Save
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DA-B-26 and AAF-200

DA-B-26 and AAF-200 transactions are transfers, and subsequently need to be a net zero transaction.
Budget detail must be entered into Vantage that decreases spending authority from one
appropriation/fund and increases by the same amount in a different appropriation or fund. DA-B-26
detail must be entered into Vantage before Budget and Management approval. AAF-200 transfers can
and should be immediately entered into Vantage when the request is sent to Financial Operations.
Notify your budget analysts of an AAF-200 request and the transaction will be approved in Vantage once
it has been posted to VISION.

Completing a DA-B-26 or an AAF-200:
After logging into Vantage, navigate to Advantage Budgeting = Budget Tasks = Formulate

1.

Budget request

In the Code field enter either DAB-26 or AAF-200, click search

Select form layout, DAB-26 or AAF-200

To open a new request Click New, to edit an existing request click Search, highlight the request
you would like to open and click Edit.

When opening a new request, you will be asked to fill out the following information (a * next to
a code field indicates that it is a required field)

a.

a oo

S@ oo

Request Code: (leave blank, this field will auto-generate a number)

Name: (Your appropriation/Business Unit Name)

Stage: (1)

Description: (Enter the two funds or the two appropriations that are involved in the
transfer)

Ranking Type: (Leave Blank)

Organization: (enter Business unit or click the hyper-link to search for a business unit)
After entering information, click Save in the upper right hand corner of the page

After clicking Save, a message will indicate the ‘Action was successful’ and two more
tabs will become available: the Budget Lines Tab, and the Document Attachments Tab.

6. To Add a New Budget Line Item

a.
b.

Click on the Budget Lines Tab
Click New Item
i. Enter or Search for the appropriate Appropriation Dept. Id

ii. Enter or Search for the appropriate Fund

iii. Enter or Search for the appropriate Budget Expense Object.

iv. Enter the corresponding amount for each dept.ID, fund, and object

combination.
v. Click Save
1. Note —the DAB-26 and AAF-200 forms will not save unless the
transaction nets to zero.
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7. When you have completed the form and it is ready for Budget and Management Review,
advance the form to Stage 2.
a. Go to the Edit Budget Request tab
b. Next to Stage select 2 from the drop down menu
c. Click Save

8. Narrative
One piece of submitting the Statewide Budget is to present the Executive Budget Recommendations
report, otherwise known as the “Big Budget Book”. Position reports, expenditure reports, and a brief
narrative about each appropriation comprise the “Big Budget Book”. A suitable narrative will offer a
brief description of a department or appropriation’s duties and budget plans for the upcoming year. The
process for entering Narrative into Vantage is very similar to entering narrative into BDS. Please follow
the four guidelines below when entering budget narratives:

1. There are three budget forms for Narratives — this is so you are able to enter narratives
successfully at the Agency, Department, and Appropriation level.

a. The NARRATIVE form should be used for narratives at the appropriation level

b. The NARRATIVE_DEPARTMENT form should be used for narratives at the department
level

c. The NARRATIVE_AGENCY form should be used for narratives at the agency level

2. When choosing which level(s) to enter your budget book narrative, please follow the two rules
below:

a. If you choose to not enter narratives at the appropriation level, be sure to mention of all
your agency or department’s appropriations in the narrative form(s) you do choose to
enter.

b. Please inform your budget analyst which level(s) you entered a narrative. This way we
can be sure that everything is included in the budget book.

3. There are three fields in the Narrative form to enter information into (Mission Statement,
Department Description, Key FY 20XX Budget Issues). Any field you wish to appear blank in the
budget book enter N/A. This will allow the publishing program to know that you wish to leave
the field blank.

4. |If you are copying and pasting narrative information in the form, be sure to clean up the text as
some characters and formats will not translate correctly into Vantage (IE apostrophes that look

~ A e A~ A~ A~ A~ A

The specific steps for entering a Narrative are listed below:

Entering a Narrative
1. After logging into Vantage, navigate to Advantage Budgeting --> Budget Tasks --> Formulate
Budget Request
2. Inthe Code field enter NARRATIVE, Click Search
3. Select Form Layout, NARRATIVE
4. To Open a New request Click New, to edit an existing request click Search, highlight the request

you would like to open and click Edit. Note, you can only create one request per appropriation
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5. When Opening a New request, you will be asked to fill in the following information (a *next to a
code field indicates that it is a required field)
g. Request Code: (leave blank, this field will auto-generate a number)
r. Name: (Your Appropriation Name Base Budget Request)

s. Stage: (1)

t. Description: (leave blank)

u. Ranking Type: (leave blank)

v. Organization: (enter Appropriation DeptID or click the hyperlink to search for an
Appropriation DeptID)

w. After entering information, Click Save in the upper right hand corner of the page

X. After clicking Save, a message will indicate the ‘Action was Successful’ and two more
tabs will become available: the Budget Lines Tab and the Document Attachments Tab

6. Click the Narrative Tab to input the narrative information
a. Enter your content into the following Section Content fields:
i. Mission/Vision Statement
ii. Department/Program Description
iii. Key Budget Issues for Upcoming Fiscal Year
b. Click SAVE
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InfoAdvantage; Reports
This section will show users how to access, run, and print budget reports.

What is infoAdvantage?

InfoAdvantage is the web-based application that produces reports based on the information in Vantage.
These reports are similar to the ones previously produced by BDS, and will provide the information
necessary for department budget builds as well as department budget presentations.

How to access info advantage

The URL for infoAdvantage is not the same as Vantage. To access reports, users will need to visit the
website:

InfoAdvantage https://vantage-bi.peoplesoft.state.vt.us/InfoViewApp/logon.jsp

The infoAdvantage site is linked to Vantage — meaning they contain the same data — but information
presentations in one cannot be accessed in another.

Logging in to infoAdvantage

The link above will launch the infoAdvantage website containing a log-in prompt for a user name and
password. The username is the same as your Vantage username. Your password will be individually set
up in infoAdvantage. It will not necessarily match your Vantage password. The “System” field should
auto fill with “biprdapp01”.

JITRSA M infoAdvantage

Log On to AMS infoAdvantage Help

Enter your user information and click Log On.
{If you are unsure of your account information, contact your system administrator.)

System: |hiprdappnl |

User Mame: | |

Password: | |

Authentication: Enterprise -
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After logging into infoAdvantage, the home screen will appear. A users security rights will dictate which
reports and data a user has access to.

InfoAdvantage Home Page

[I"SA M $nfoAdvantage 1

&7 Home | Document List | Open - | Send To - Help | Preferences | About | Log Out

F x
Welcome:

Navigate 2 Personalize

View your Inbox, Favorites, or Document Lists. Use the Help to learn  Change your InfoView start page, viewing options, and preferences
more about InfoView. for daily tasks.

Document List Preferences
x| My Favorites

[ My Inbox
Ex Information OnDemand Services

@ Help

Discussions

The infoAdvantage home page is divided into two panels.

1. The Header Panel appears at the top of the screen and acts as the main menu. The panel
remains regardless of the activity the user is performing.

2. The Workspace Panel changes depending upon the content the user has selected (reports or
a list of reports, etc.)

Note: Do not use the back button in your Web Browser to navigate within infoAdvantage. You might
be logged out of the application if you do.
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The Header Panel
The header panel contains many of the basic navigation buttons in a tool bar. The table below describes
the functions of the tool bar buttons.

Option Description ‘
#\_\_ . .

Home & Displays the infoAdvantage home page

Document List Displays the list of reports the user has access to

Send to Sends an object or an instance to a destination, such as an e-
mail or a folder (function is activated when an object is
selected)

Help Opens the Business Objects Enterprise InfoView User's Guide

Preferences Allows the user to change the way information is displayed,
where to go to change your password.

About Displays product information

Log out Logs the user out of InfoAdvantage

The Workspace Panel
The following shortcuts are listed in the workspace panel.

Option Description ‘
Navigate:
Document List Displays folders and reports available in infoAdvantage
My Favorites Displays folders stored in a users personal favorite folder
My Inbox Where reports that have been sent to you are kept
giggs‘;:; Services NOT USED BY SOV
Help Opens the Business Objects Enterprise InfoView User's Guide
Personalize:

Allows the user to change the way information is displayed,
Preferences where to go to change your password.
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infoAdvantage Preferences
There are a few preferences to set up in order to view and print reports correctly.

Printing and Viewing Reports
In order to print and view reports correctly, infoAdvantage needs to be set up to display PDF copies of
reports. This function must be set up in your preferences.

To set the correct time zone
1. Click the Preferences Link (either in the header or the workspace panel). The preferences
screen will appear.
2. Under the General Heading, scroll to the “Current Time Zone” section.
3. From the Dropdown menu, select “Local to web server”

To set printing and viewing preferences

1. Scroll to the “Web Intelligence” Heading and click the ™ symbol to expand the preferences
for Web Intelligence Documents

* Web Intelligence
2. Under the heading “Select a default view format” select PDF

¥ Web Intelligence

Select a default view format:

© Web (no downloading required;
@ Interactive (no downloading required;
@ PDF (Adobe AcrobatReader required;

3. Then Click “OK”

Changing your infoAdvantage Password

To change your infoAdvantage password:
1. Click the Preferences Link (in either the header or the workspace panel)
Scroll down to “Change Password”
Enter your User Name (will auto fill)
Enter your Old Password
Enter your New Password and Confirm it
Click OK

ok wnN
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The reports in infoAdvantage are found by clicking either of the on the Document List links.

JIMSAM fnfoAdvantage
& Home (Q Dpen ~ | Send To ~ Help | Preferences | About | Log Out
F X
Welcome: emily.byrne
Navigate Personalize

View your Inbgx, Favorites, or Document Lists. Use the Help to learn
more about TWhView.

[« Document List
i| My Favorites
5 My Inbox
EZ Information OnDemand Services

@ Help

Change your InfoView start page, viewing options, and preferences
for daily tasks.

Preferences

The document list will bring you to the Details panel. On the left side of the screen a Directory Tree

Panel will appear.

e My favorites — a place where copies of report can be stored. This folder is private and can only

be viewed by user

e Inbox — where any reports sent to you by another user will appear

e Public folder — contains sub-folders with reports available to users. For example, if you do not

work in Budget and Management, you will not have access to the Budget and Management

Reports folder.

El 0 vermont Reports

Budget and Management

Department Users

Fund Master
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The details panel is visible when you click on the Document List. It will display the contents of a folder

when a folder is selected.

JIA M SnfoAdvantage

&3 Home | Document List | Open ~ | Send To -

Help | Preferences | About | Log Out

E@ i | Mew - Add - | Organize -

= [ vermont Reports
-0 Budget and Management

F Department Users

[ Fund Master

F X

JO| W <[ _Jof2 » M

Actions - Search title - |
E- Al Title * Last Run « Type
- [5 My Favorites ¥ Budget Rollup Web Intelligence Report
L Tnbox
57 public Folders
B

Owner Instances

Administrator ]

1

| +

Total: 1 objects

+

Opening Reports

To open a report in infoAdvantage, simply find the report you need to run then click on it to open it.

You will be prompted to open a PDF document. The PDF will be a copy of the report from the last time
the report was run. If you want to open the report with old data, click “open”. If you want to refresh

the report, click “Cancel”.

Vantage Training Docum

oot =

Do you want to open or save this file?

E\ Mame: Budget Rollup.pdf
Type: Application, 1.07MB
From: wantage-bi.peoplesoft.state.vt.us

Qpen ][ Save ][ Cancel J

Always ask before opening this type of file

harm your computer. f you do not trust the source, do not open or

|@’ While files from the Intemet can be useful, some files can potentially
save this file. What's the risk?

ent - Ver.9/23/2013
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When you open a report a separate PDF file will open. The Report can be navigated in Adobe Reader.

B

—Wﬂm“r
- P . .

File Edit View Window Help

x

REAZEGE|

a@an ‘ .\5. )

(e[| 5 B | -

Tools

Sign Comment

Bookmarks £

=D

Vantage Training Document - Ver. 9/23/2013

P position Detail

ReportID FPB-SBFS-0002
Run Date  8/1/12
Run Time  4:40:57 PM

Parameters and Prompts

State of Vermont
Position Detail (summary by position only)

Salary Projection Code

Organization Consolidation Code

Organization Code:

Organization Consolidation Level

Fund Consolidation Code
Fund Code
Fund Consolidation Level

STATEWIDE
ORG_CONSCL_1

4
FUND_CONSOL_t

3

) »

1089 x 849 in 1

.
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Refreshing Reports

The report that opens will be a copy of the report with the data from the last time the report was
refreshed. In order to get the most up-to-date information in the reports you must refresh the data.

To refresh a report:
1. Open the report following the steps above, when prompted to open the report click

III

“cance

2. Clickthe = RefreshData v iion on the right side of the screen.

3. A prompt will appear that will ask for information about the report you are running; each
report requires different codes to run a specific report. (description of Prompts provided in
infoAdvantage Prompts Section)

Prompts
Reply to prompts before running the query.

4d  Enter Fund Code (* for All;: * s

v Enter Fund Consolidation Code: FUND_CONSOL_1
v Enter Fund Consolidation Level: 3
¥ Enter Organization Code (* for All): 02230

w4 Ertar Ornanization Canenlidatinn Cada. ODE_ COMEN 4
< n | »

»

-

Enter Fund Code (* for All):

|T\;pevalues here | ‘Z/ "

r
Refresh Values T <

To see the content of the list, please click the Refresh
values button

Enter your search pattern here |33 -

(2) Mare Information

Select or type the values you want to return to reports for each prompt displayed here

Run Query ] | Cancel

4. Once you have entered the prompts, click “run query”
5. Once the query has finished running, you will be prompted to open a report. This version
will contain the most up-to-date information.
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infoAdvantage Prompts

Running reports in infoAdvantage requires the user to enter the correct organization information to
return the proper data. Each report requires the user to enter different information.

The prompts available to a user are dictated by the security settings in Vantage. A user can search for
an available code within the Prompt screen

To search for the available codes in each field:

1. Select a prompt

¥
2 Click Refresh Values "Le

3. Alist of prompts needed to run the report will appear

Prompts b4
Reply to prompts before running the guery.

bl CITLET TTUTIU U WU LU LEVET. &
Enter Organization Code (* for All): 02230
Enter Organization Consolidation Code: ORG_CONSOL 1 E|

v

v

v Enter Organization Consolidation Level: 4
v

Enter Salary Projection Code: STATEWIDE -

4| m |r

2 Refresh Values ¥ Enter Organization Consolidation Level:

Organization Exte... = | Organization Externa... ‘ > } |:1. |

1 All State
Agency-Level 2

3 Department
Approp-DeptlD

oL b

4 | 1 | 3
September 11, 2012 12:21:14 PM GMT-04:00

| |44 -

(7) More Information

Select or type the values you want to return to reports for each prompt displayed here
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If you know the code you want to enter (Dept. ID, Fund, Business unit, etc.), you can manually
enter it in the field that says “Type Values here”. (This is only available in code prompts.)

Prompts
Reply to prompts before running the query.

% Enter Position - Employee (* for All): *

=+ Enter Position Orgapi=stian Cada (= 4ar All |7
v Enter Position Orgarjzation Consolidation Code: ORG_CONSOL_1
%  Enter Position Orgarjzation Consaolidation Level- 4
v Entar Qalan: Drainctghn Cada- CTATEWINE T
] | m | 3
v Enter Position Organization Code (* for All):

| | )} (—Mo selected value—)

Refresh Values %2

To see the content of the list, please click the Refresh
values button

|T\;pe values here

Enter your search pattern here ||ﬁ -
_ A
[ #) Currently-selected values in listpox

1270000000

If you want to search for code, you can enter part of a code followed by an asterisks to return a
limited list of values in the search box.

Example: if you wanted to see only the AHS Dept IDs, in the search field enter “3*”. Then click

the binocular icon ':?ﬁ . This will limit the list to all Dept IDs beginning with 3.
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5. To change the codes for a report use the arrows in the center of the prompt box.

Drompts =
Reply to prompts before running the guery.
- CITLET TOLe T UL LTUTT LEVET. & =
v Enter Organization Code (* for All): 02230
v Enter Organization Consolidation Code: ORG_CONSQL]
v Enter Organization Consolidation Level: 4 E|
v

Enter Salary Projection Code: STATEWIDE

< | 1

Refresh Values €8 V¥ Enter Organization Consolidation Level:

September 11, 2012 12:21:14 PM GMT-04:00

| | -

( i} More Information

Organization Exte... « | Organization Externa... [ > } |.r1. |
1 All State

2 Agency-Level 2

3 Department

4 Approp-DeptlD

4 | m | Y

Select or type the values you want to return to reports for each prompt displayed here.

<]
The arrow pointing to the left -

The arrow pointing to the right will add items to the code list.

will remove items from the code list.

Vantage Training Document - Ver. 9/23/2013
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Types of Prompts:

Fund Consolidation Code and Organization Consolidation Code

The fund and organization consolidation codes do not change. There is only one consolidation code for
both Fund and Organization. They are listed below. They do not need to be changed when refreshing a
report.

Fund Consolidation Code FUND_CONSOL_1
Organization Consolidation Code ORG_CONSOL_1

Organization Consolidation Level

Organizations are organized in a hierarchy that dictates how they roll-up to the total budget. When
entering prompt information, the user should be aware of what level they want their information. The
table below outlines how the consolidation codes relate to the budget roll-up.

Organization Consolidation Level Description

1 All State

2 Agency

3 Department

4 Appropriation Dept. ID

The consolidation level must match the corresponding level of the Organization Code. For example,
when running a report, if the user is seeking information a specific Dept. ID, he or she would need to
enter Organization Consolidation Level 4, and a Dept. ID in the Organization Code field (discussed
below). If the two do not match, the report will return “No records”.

Fund Consolidation Level

Funds are also organized in a hierarchy that dictates how they consolidate. When entering prompt
information, the user should be aware of what level they want their information. The table below
outlines how the consolidation codes relate to consolidation.

Fund Consolidation Level Description

1 All Funds

2 Fund Type (Special Fund, Enterprise Fund,
Interdepartmental Transfer, etc.)

3 Fund

The consolidation level must match the corresponding level of the Fund Code. For example, when
running a report, if the user is seeking information on a specific fund, he or she would need to enter
Fund Consolidation Level 3, and the specific fund code (discussed below). If the two do not match, the
report will return “No records”.
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Organization Code

The organization code field is where the user enters the specific information they wish to retrieve. If he
or she is looking for information on a certain Dept ID, this is the field where the Dept ID is entered.
Similarly the specific business unit or department code can be entered to return different levels of
consolidation.

Note: Entering an asterisk (*) in the organization code field will return data for all codes within the
consolidation level entered the user has access to.

Remember: The organization code has to match the organization consolidation level in order to return
results.

Fund Code

The fund code field is where the user enters the specific information about a fund that they wish to
retrieve. The specific fund number or a consolidated fund (i.e. a total of department’s special funds) can
be entered to return specific fund information.

Note: Entering an asterisk (*) in the fund code field will return data for all codes within the consolidation
level entered the user has access to.

Remember: The fund code has to match the fund consolidation level in order to return results.

Salary Projection Code

The salary projection is run by the budget office at the beginning of each budget season. You should
select the salary projection code that is communicated to you by the budget office. This will allow
departments to run reports to verify position data.

Printing and Saving Reports
After refreshing the report it will open a PDF file. To print the report, simply go to File > Print as you
would to print any PDF.

InfoAdvantage automatically generates a PDF file. The reports can be saved to you local drive just as
any other PDF.
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Logging Out of infoAdvantage

When you are ready to exit infoAdvantage, you should always use the Log Out Button at the top of the
screen. This will ensure you have completely logged out of the session.

Do No use the “X” to close out of an
| — | (3] | InfoAdvantage session. If you click

\ the “X” you leave the session open.
m? ?’:} Leaving a session open could cause

performance issues if multiple users

are exiting from infoAdvantage this
way.

x>

r Vermont

To properly Log Out of
infoAdvantage click the Log Out

Button before closing the internet
/ session

out | Log Out
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Appendix A

Import/Export Functionality and the Vantage Budgeting Excel Template

Import and Export

Many forms and layouts allow for import and export data directly into budget forms. This functionality
is available for many forms but not all. Many users will find this feature extremely helpful due to its
integration with excel.

First, select the Base Budget Request from the Budget Tasks menu

Select Budget Request

Layout Code: |[BASE_BUDGET_REQUE Request Code: I Current Rank: Search |

Lavout Type: lm Marne: I— Stage: lj
M &I Copy Header | Copy all I M Delete | Save D\splay 10 Iterns
N rT————
1024 Financial Operations Base Budget Request
@ I 1040 FRH Test of Sarah Clark 1
@ - 1023 Budget and Management Base Budget request 1
E [v 1038 test 3420021000 1

Once the Base Budget Request is selected, select the Budget Lines tab, then notice the import and
export link on the page
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/& Budget Lines | | fq - B - [ o= - Page~

Edit Budget Request | Budget Lines | Bocument Attachments

- static Fislds [3) \

Layout Code: [BASE_BUDGET_REQUE Layaut Type: [Generic -]

Organization: |3420021000

Request Mame: [test 3420021000 stage: [1

Return to Top

Budget Lines
Refresh |  Zero out | Display Sub Total: [T Select Model: | I Import and Export
Hew ttern | | opy tem | | Delste ttern | (Export Import )Audic Trail View Graph pigplay [10 ] ttems  iew as csy

Itern Page: 1 2345676891011121314151617 181920 p P

- Budget Object Shart Name l FYz011 Request Amaunt Justification Line Text
Actuals

#inoon & sonoon | & asizes[ =
@ r 2 #iooon & o000 E rees[ B l—
Er s #0000 & #[soncen | & E zszsz[ -
Bra oo #zonom | £ sseis [
Eirs iooon & #soto00 | & E s —
Er e 10000 & @s01040 & E vems[ B |
Br - oo eoteon | & £ sssete | -
Elr s #inoon #sozoon | & £ saages | |
@r 9 10000 & #s0zs00 | E seor[ & l—

oo ¢ #5000 wsa [ =

Export
The export operation is simple. Just slect the ‘Export’ link, then on the following pop-up, select ‘save’,
and save the file to a local directory on your computer.

S L F LN L ORL IO LGt P LA | PL A L UL A L L D] S I I | DL IS s LAl L | S I

File Download X I
hrnents

Do you want to open or save this file?

[,;‘aj Mame: Budgetlineltems,csv

Type: Microsoft Office Excel Comma Separated Walues ..,

Fromn: wantage-uat.peoplesoft.state.vtus

IGeneric 'I aozi000 Stage: |1
|3420021EIEIEI Open Save Cancel

|g While files from the: Internet can be uzeful. some files can patentially
W ham your computer. [f pou do not trust the gource, do not open or
:lect Model: I zave this file. 'What's the risk?

zport Import  Audit Trail Miew Graph DisplayllD ;IItems View as CSY

g1 zop B

Object Short Name FY2011 Request Amount
Actuals

o 3,517,615 | E
The following menu will allow you to place the file in a convenient location.
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0% of ...LineItemsWithItemizations.c v |

Save in; I @ Dezktop

by Documents
H Q kA Cormputer

Recent b Wy Metwork Places

File name: IEudgetLineItems

j Save |

Save az type: IMin:ru:usu:uft Qffice Excel Comma Separated "-.-’alue;l Cancel |
P

The download complete message will confirm that the operation was successful.

Download complete

J¥

g Download Complete

Budgetlineltems, csv fram ...e-uat.peoplesoft state wius

Downloaded: 120.3KE in 1 sec

Download fo: CaDocun..ABudgetlineltems_Expoartdoc.caw

Transfer rate: 20.3KBf e

[ Close this dislog box when download completes

- | Ol x|

Open Cpen Folder | | Cloze I
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Select the ‘Import’ link from the page. The file selection menu should then appear.

i E Import Budget Lines Data | |

Expand &ll | Callapse all

IR ADVANTAGE sudgeting

Import Budget Lines Data

- Import Data File

File: ||

i izcancel | Upload |

I Browse. ..

| Goto top of page

From here, use browse to go to a directory or common location (like desktop) to locate the file you are

looking for. For Base Budget Requests, this needs to be a Comma Separated Variable formatted file

(CSV).

For the Base budget form, the file will also need to have specific rows and headers for the rows. These

need to be as follows:

[ @J Budgetlinelterns_500_%_14_LIAT_2012 2011 actuals,csw
Py B 5

1 Fund Budget Ohject Short Mame

2 10000 500000 My Short name
3 10000 500010 My Short name
4 10000 500040 My Short name
3 10000 500060 My Short name
£ 10000 501000 My Short name
7 10000 501010 My Short name
8 10000 501040 My Short name
9 10000 501500 My Short name

Fy¥2011<br/=&ct Reguest Justification

uals<hri=

[ T e R Y s [ o N s N o R

Amount Line Text

220,344 j1
220,344 j1
-220,344 j1

111 j1
220,344 j1
220,344 j1
220,344 j1
220,344 j1

Pay special attention to the column headers. They need to exactly match what is currently displayed in

the Base Budget form, or the data will not be imported and you will get an error.
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If the file is of any size at all in terms of rows, the operation may take a few moments. This is especially
true if the form length exceeds 500 records.

After watching the progress bar complete the operation, you should be returned to the Base Budget
Request where the existing data now has the ‘strikethreugh’—characters, and the new data is displayed
below it. This should look as depicted below.

PO ADVANTAGE  sudgeting

Edit Budget Request | Budget Lines | Document Attachments

= Static Fields m

Layout Code: IBASE,BUDGET,REQUE Layout Type: IGEHEI’\C 'I Request Code; [1038 Request Mame: Itest 3420021000 Stage: |1
Organization: |3420021DDD

Return to Top

Refresh | Zero Out | Display Sub Total: IF Select Model:l _v|
Mew Itern | Copy Item | Delete Itemn | Export Import Audit Trail Yiew Graph Disp\ayllD ~| Iterns  Miew as CSW

Itern Page: 1234 5678910111213 141516171819 20D P

Line Budget Object Short Name T |FY2011 Request Amount 4
Actuals
SO - 13 SRS - -

Broe 6809

7 il 180080 580048 = E 17660 - B
@l_?r Toooe 500060 - E 25382 - -
7 Sl 10008 Eopozo - E EE,016 - -
s 1008 501890 - E 26133 - B
7 Al 180080 581048 = E 1383 - B
=7 N e 1008 51508 - E 538,836 - )
7 Tl 180080 5a2008 = E 544,505 - B
B os 10008 52500 - E EERIEE -

If you are satisfied with the new data that has been imported, just go back to the Edit Budget Request
Tab, and select ‘Save’. Again, this operation may take a few moments as the operation first has to
delete the existing data, then insert the new data. You should then be notified that the operation was
successful.
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Vantage Excel Budgeting Template

Background and Overview

During user training, and verified during the prototyping and business scenario design, users and the
SoV identified usability gaps in the Vantage application. Departments need to process budget requests
and the ease-of-use of the Base Budget Entry Form, particularly for departments that have multiple fund
sources, was determined unsatisfactory.

The SoV with Coeur Group developed an enhanced template based on user feedback and requirements
to date. The functionality was developed to cleanse and extract output data in comma separated
variable (CSV) format for Vantage to then import into the Base Budget Form. The intent of the
application is to aid users in formatting the data, allowing them to continue using spreadsheets that
they may be accustomed to. Every effort to accommodate the user community has and will be made in
this regard.

Description and Components
To allow the spreadsheet to work and be transformed into a format that Vantage accepts the solution
consists of four elements;

1. Excel Spreadsheet with worksheets and macros enabled

2. Excel Macros

3. Visual Basic code executed by the macros to--

4. Run the Office Solution that extracts, reformats, cleanses and generated the .csv file

Spreadsheet

Tabs
500000| Classitied Employees 50 S0 S50 S50 S0 S0
500000| Classified Employees 5261 57 5139 576 sS4 S0
500000| Classified Employees $19,787 3471 $10,572 $5,734 $331 56
S500000| Classified Employees S0 S0 S0 S0 S0 S0
500000| Classified Employees 5351 S8 5188 5102 56 S0

» M| Version 1_1 README Change Log | Sheetl . Program_1 Program_2 Program_3 Variables ExpenseAcctSheet FundSheet - #J

Changes to the program

Master sheet. Collects and aggragates data from
the other sheets

Multiple Programs where data is entered
Variables used by the application
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Look up list updated from Vantage containing the
most recent valid expense accounts

Look up list updated from Vantage containing the
most recent valid expense funds

Expense Accounts and Funds
On the Program tab that you are using, select

one of the valid Expense Account numbers

from the dropdown. The dropdown is

validated from the list in ExpenseAcctSheet,

so there is no opportunity to enter an invalid
code. The same use case applies to the fund
codes along the top.

DeptiD: 3400001000

Expense

Expense
AEEt# Expense Account Description

TOTAL FUNDING N\
| 500040| ~ mporary Employees
610520( Child Support-anfc

608000| Ets Employees Salaries
500060| Overtime

500060| Overtime

501050( FICA - Contractual On Payroll
501050( FICA - Contractual On Payroll
500899 Market Factor - Classified
602422 Womans Health

500000| Classified Employees
500000| Classified Employees
500000| Classified Employees
500030| General Assembly

00000| Classified Employees j

Data Conversion (Create

Vantz

Once all data has been
loaded and verified in the

TG various program sheets, you
co are ready for the next
GROSS operation which is to produce

the properly formatted .csv

DeptiD: 3400001000
Create C5V
Expense
Expense
Acct # Expense Account Description Total Expense
TOTAL FUNDING
500040 | Temporary Employees 55,567,363

Vantage Training Document - Ver. 9/23/2013
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an easy and transparent step.
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Just select the ‘Create CSV button on Sheet1.

Macro and Program

The macro and program will run behind the scenes and generate the ;csv that is ready for Vantage to
import as was discussed in the previous section [Import/Export]. The output file will have the same
name, with the .csv suffix appended to the end of the filename.

.. v Computer » Local Disk (C:) » Vantage_Budgeting_Template -

View Tools Help

b Include in library Share with Burn MNew folder
ites * Name Date mnd'iﬁed Type Size
ktop | ~SVantage_Budget_Template_V1_2axlsm 9/11/2012 941 AM  Microsoft Excel M... 1KB
vnloads @ Vantage_Budget_Template_V1_2a.xlsm 9/10/2012 3:02 PM Microsoft Excel M... 192 KB
phox @ Vantage_Budget_Template V1_2.xlsm 9/10/2012 2:16 PM Microsoft Excel M... 126 KB
ent Places Vantage_Budget_Template V1_2_xlsm.csv 9/10/2012 1:52 PM Microsoft Excel C... 55 KB
SyncFolder || Vantage_Budgeting_Template.zip_matt 9/7/2012 1:51 PM ZIP_MATT File 262 KB
@ Vantage_Budget_Template V1_1_xlsm.csv 9/7/2012 1:16 PM Microsoft Excel C... 55 KB
ies =] vantage_Budget_Template V1_1.xlsm 9/7/2012 1:14 PM Microsoft Excel M... 127 KB
0 @] Vantage_Expense_Account_Export 09_06_21012_1533 xlsx 9/7/2012 9:48 AM Microsoft Excel W... 106 KB
uments = [EL) AHS Secy Office - SRO5_0748amxlsm.csv 9/7/2012 7:48 AM Microsoft Excel C... 58 KB
sic [=7 BFormTool.exe 9/6/2012 3:56 PM Application 23KB
tus Share || BFermTool.pdb 9/6/2012 3:56 PM PDE File 28 KB
ures @] Vantage_Fund_Export_09_06_21012 1533 .xlsx 9/6/2012 3:33 PM Microsoft Excel W... 23 KB
=05 [=7 BFormTool.vshost.exe 9/6/2012 3:10 PM Application 12KB
EL] Copy of AHS Secy Office - SRO5_xlsm.csv 9/6/2012 3:10 PM Microsoft Excel C... 58 KB
=group E] Bob Sheet Template3.xlsx 9/6/2012 2:03 PM Microsoft Excel W... 45KB
|| BFermToolvshost.exe.manifest 8/31/2009 12:40 AM  MANIFEST File 1KB

File Verification and Format
If you need to verify the file, just call it up in Excel or a text editor. The file should have the following

format and data:

File

Plugins Window 7

] e i e Ve S et s et |
—

Edit Search View Encoding Language Settings Macre  Run
| cEHB R LR Rk e il 2s BEISIED R =y @y

|| B SofVExcelData_08_01_2012_1026.csv | = B.325_DAIL Admin and Support2.csv | [ Vantage_Budget_Template_V1_2_dsm.csv |

nd, Budget Object,Short Name,FY2011<br/>Actuals<br/>,Request Amount, Justification Line Texb

20405,500020, "Other
21005,500020, "Other
21020,500020, "Other
20405,500020, "Other
21050,500020, "Other
21926,500020, "Other
20405,500020, "Other
20405,500020, "Other
21005,500020, "Other
21020,500020, "Other
20405,500020, "Other
21050,500020, "Other
215%26,500020, "Cther
20405,500020, "Other

L TV o N w SRS Y YR 3 [ - W oS )

L b

O e e e e

(83 e

Regular
Regular
Regular
Regular
Regular
Regular
Regular
Regular
Regular
Regular
Regular
Regular
Regular
Regular

Employees™, 0,132e39,,
Employees™,0,2574845,,
Employees™,0,1613426,,
Employees™, 0,9%3111,,
Employees™, 0,1598,,
Employees™, 0, 804,,
Employees™,0,751240,,
Employees™,0,12317,,
Employees™,0,276257,,
Employees™,0,14%830,,
Employees™,0,8647,,
Employees™,0,148,,
Employees™,0,75,,
Employees",0,6%9763,,

Pay special attention to column headers. They need to be exactly as shown to match the data in the

Base Budget Form.
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Errors and Issues

If, for any reason, there are errors or issues with the data, the following pop-up will be displayed. There
may be an informative message here, or error code for helping you to diagnose the issue.

IEE State of Vermont - Bfm’m_ IE'&IE

State of Vermont Version 1.1

This application extracts data from a Microseft Excel file(s) and generates a comma
delimited texd file (csv) The Bxcel file(s) must follow the formatting guidelines.

File

When processing just one file a new csv file name is generated using the
name of the original file and adding .csv to the end.

Original file name:
Mone selected.

MNew csv file name:
Mone created.
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Reports

Budget Preparation Report List
Name

Budget by Major Object

B Description
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Will report an Agency, Department, or
Appropriation Budget - listing expense
accounts at the Major Object Level

Will report an Agency, Department, or
Appropriation Budget - listing expense

Budget Detail Report accounts at the detail account Level
Will report an Agency, Department, or
Appropriation Budget - listing expense
accounts at a Rollup account Level (between
Budget Rollup Major object and detailed account)

Excel Position Detail with Fund Splits

Will report your personnel costs, including
allocations

Excel Position Summary

Will report your personnel costs, without
allocations

Federal Grants Receipts

Will display your Estimated Federal Receipts.
Provide this report in your legislative budget
package.

Grants to Non-State-Government Entities

Will display your Estimated "Grants Out"
Provide this report in your legislative budget
package.

Interdepartmental Transfers Request

Will display your Estimated IDT. Provide this
report in your legislative budget package.

Position Detail Report

Will display all details for individual
employees

Position Summary

Position Report to be used in your legislative
budget package

Position Summary with Employee Details

Position Report including Employee personal
details, Not to be used in your legislative
budget package

Budget Monitoring Report List
Name

Budget Detail to Actual Report

[ - | Description v

Will report Appropriation level Budget to
Actual - at the expense/fund detail level

Budget to Actual Granular Data

Lists all the fund and expense object
combinations

Budget to Actual Report

Will report Appropriation level Budget to
Actual - at the expense/fund rollup level
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Queries
Name B3 Description B3 Rules, Tips, or Tricks &3
TOT_REV_QUERY Will display estimated SF revenues by Fund  Must enter a fund code

Will display you BAA request/approval flow  Must enter a deptid, you can
BAA_AD]_QUERY through the current year BAA process optionally enter a fund
EST_RECEIPTS Will display estimated Federal Receipts Must enter a deptid

Will display you Budget request/approval Must enter a Deptid, BU, or
BASE_BUDGET_PROCESS flow through the current year Budget process Agency code

Same as BAA_AD]_QUERY, except it reports Enter TOT_EXP in the
BAA_AD]_QUERY_FUND by Fund instead of expense object Budget Object Code field

Same as BASE_ BUDGET_PROCESS, except it Enter TOT_EXP in the
BASEBUD_PROCESS_FUND reports by Fund instead of expense object Budget Object Code field
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Appendix C - Modeling Functionality

In order to better support the budgeting process and the needs of the end user community, the SoV
executed a change order with CGI to procure budget modeling functionality. This enhancement allows
the Vantage user to select a standard statistical model equation on the budget lines tab of a budget
request and apply it to selected row(s) and/or entire column(s). The calculated results are apparent in
the posting/entry column(s) of the request record.

The available Model equations are:
e |nflation/Deflation Model
¢ Average Model
¢ Linear regression Model
¢ Distribution Model which includes Even Distribution, User-Defined Distribution, SMART
Distribution and Target Distribution

Model Descriptions

Model Name Model Equation

Inflation/Deflation Model | ¢ Model enabled on Budget Layout — Models tab

® Fquation parameters specified on the Budget Request -
data tab = Select the columns/cell/row and define
inflation/deflation number

Average Model * Model enabled on Budget Layout — Models tab

e Equation parameters specified on the Budget Layout or
Budget Request - data tab = Select the column as input and
select the columns to which the average should be done
posted

Linear Regression Model | e Model enabled on Budget Layout — Models tab

e Equation parameters specified on the data tab = Selects
the time periods used to calculate the regression (in
chronological order)

* Equation parameters - Posting Columns selected on
budget request - data tab

Distribution Model * Model enabled on Budget Layout — Models tab
(example: Even * Equation parameters specified on the Budget Request -
Distribution) data tab = Select the column(s) as input and select the

column(s) to which the distribution is applied.
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Modeling Usage in a Base Budget Request
Navigate to the Budget Lines tab to review the rows that have pre-loaded. Several display columns are

included in the request to provide variation in the use of the models.

Edit Budget Request I Budget Lines | Budget Marrative | Docurment Atachments

- StaticFields (]
Laycut Code: [BAZE_BOC_NODELING Layout Type: [Gerere =] Request fade: [583 Request Hame: [Faop - Hodelrg, Stage: [1

arganzatian: [E100000700

EELUrn to Top

Emfrash Zarn Gut | Display Eub Tetal: ||- Select Madsl: | =l

faw dtem | Copy dtem | | Delsts dter | Expcet Impert fucitiral MiewGrash pisplay [10 ] tems  gise

Te=m Page: 1234 Iremms 21-30 of 37 [F]

R i A== e e e
Actmals  Jichuals Bctuals A chisnls s Passed Budget
Elr = s Wsazm & E £E1E 58,750 15,051 58,208 R = I
Er == s | Wi+ E 44,7400 155,041 107,602 B009% 0,093 [ = I
Br = Mmes s Bz & e o 0 z.44m Lrir 1717 [ = I
Br = mm s W v e 14 b an zar za7 [ I
HAr = ESTRS Blszzn & E o 256 [k L13& 5033 w037 | I
Select lines 16, 17, and 18
[N 25 Mzos & Asoseo 2 E EH 022 16,301 L] | = [
fAwle  Moows »  Mrovom v E 45,341 21,348 16213 anatz amarz [ = I
_='||E 17 nos o Bleocon 7 E 43,087 203,145 3@5,021 111,267 mzer|[ 00 = Y
=1 e F el | — r -
In the header area select the Average model from the Select Model drop down
Refresh | Zero Out | Display Sub Total: [ Select Model: =]
Newltem | Copyltem | Delste item | Export DISTRIBUTION - Distribution Model Miew a5 CY
INFLATE_DEFLATE - Inflation/Deflation Model
LINEAR_REGRESSION - Linear Regresssion Model

In the Average Model maintenance window select Request Amount in the Apply To drop down. In the
Time Period Selection box shift-select all the PYX_ACT time periods. Then, click the Add button. The
selected time periods should appear in the adjacent selected time period box. Note: the equation
appears automatically. Your model should appear as the screen shot.

Vantage Training Document - Ver. 9/23/2013 Page 88




_"\.D -‘U'-.L'l\ NT}\ {_J' Budgeting

Average Model

Request Amount = AVERAGE!"PYS_ACT,PY4_ACT PYI_ACT.PYZ_ACT")
Modzl Equation:

Apply |
Canc=l

I L=

*hpply To: Ichuest Amount 'I

 Tine Ferfod Felection

Requecst Arnount Aadd PYE_ACT Bermave

Cr_A5_PASSED P74 _acT
PY3_ACT
PTZ_ACT

#Time Periad: *Selected Time Perod:

Click the Apply button and then scroll in the budget lines to find your results. Enter “Average” in the
associated justification line fields to make note of what model was applied.

BT D500 4 E E- 1,00 16,901 o8 o8 0,513 [ [Hvarags
BZEL el oo 2 e 48,541 21,340 182,134 43,972 4ssrz [ rooss [2 [erorag
HF ar s o 07800 4 E 42,087 03,146 325,081 111,267 111,267 [ 170,633 [ [evarata
o A Pl — P

Next, manually enter the following amounts in lines 1, 2, and 3 as shown below.

[terma 1-37 of]
Budget Ohj=ct
rY Zmnn FY ZEans FY 2010 ry zonn Y 20013 Original
Actuals Actuals Actuals Ackuals s Passed Budgok
Era B # laEnascln # a8 468 50 [
oz WBzas & 070 £ o a i 0,205 20,205 [ 21,000 (&
Er = [ JEmreTy " lﬁanﬂn ¥ E (] o i 117 1w zo0 [E
J—

Then, make sure lines 1, 2, and 3 are highlighted and click the Select Model drop down and highlight the
Inflate/Deflate model.
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Eefresh I Zern out I Display Sub Total: [ Sslect Model: _;I

AVER ) |
pewttern | | goppitem | | Delemitem | Escort lmpo iE HEGEE :[E"i"""'g:’s{;"’id“i ii " i?l View ai CEY
LINEAR REGAESS[OM - Linaar Aeqrasssion Modsl Tterns 1-37 of
Line  Fumd Budpet 0hject Short rame Justification Line Tesxt
FY 2000 F¥ 2003 O ginal
Actuale A Pacsad Mﬂg-t

w1 mE 505000 < Ahi BTij=
HF e Bns o L T E o o ] 20,295 20205 [ 21,000 @)
HrF a {0 Rl 505000 & E a n o iy iy 20 (] I

Follow the same parameters as displayed in the following screenshot. In this scenario, you are increasing
the amounts in the Request Amount field, per the selected rows by 25%.

P ADVANTACE audgering

Inflation/Deflation Model

IMFLATE("PER CENTAGE[25)","Request Amount”) | spply |

_I Cancel |

Madel Equation:

—InflationDefiation
TRlus/Minus: |+ vl *Percentage’Dollars: |’e'o v| Tualue: 25

— Time Papod Felection

REmove |

Feguest &mount

Click the Apply button and then view the results. Make sure to enter the appropriate details in the
justification lines.

Rudget Bibject
FY 2o08 FY zo0ma FY 2010 FY¥ 203 Owiginal
Actuals Actuale Actuals Ax Passed Budget
] o ] LT

Hw 1 P o s o

I[nlrals by E5%

G = B #Bearan & E o o o 20,295 [enflate by 255
BF a Bzt & Benzom | E i 1 a 117 [inciate by 252

Next, select rows 20, 21, 22, and 23 as shown below.

: — — T T
Elr m PR @ L E o ] o 428 35 423 | = I
ErF a m # m.;' E =01z 69,7329 ELE mm,ze on, 250 | EZ| I
BF = MRows 4 L ey E 44,760 155,041 187,658 0,053 B0,093 [ (=] |
EF 22 #pws v #Emm o 3 ] 0 448 177 1.2 =] [
Elr .o #Cog o Mmoo e 1 M " a2z [ = [
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In the Select Model drop down box click the Linear Regression model. Note: In order to derive expected

results the source time periods must be chosen chronologically. Set up your parameters according to

what is shown below.

Maodel Equation:

Timne Period Selection

*apply To: IRequest Amount 'I

Request Amount — LINEAR REGRESSION{'PYE_ACT Pv4_ACT,PYa_ACT,Pve_acT"]

;I Apply
ﬂ Cancel |

Reguest Amount Add
CY_AS_PASSED

Prd_acT
Pri_ACT
pra_acT

Prs_ACT

Rermmove |

Click Apply and then view the results in the selected rows as shown below. Remember to add details in
the justification lines. Note: row #20 shows no progression as the sources show no trending.

Ar 20 #Mze » Bz S E 0 1 i 3525 35423 [ 95023 = [lrear Ragrasson |
GEAFL T Boiamn & E 54a12 £85,738 18,951 BE,255 26,258 [ 104,865 3 [Lrear feegressian
Bimzz Mmes & Boaew o 3 44,700 155,041 107,002 o0.0m anosa [ 151,590 [Grear Fegression
Elw 22 Moot o P BT E il i 248 1,717 1,717 [ 2,041 [ llrear Reqracaan
T err—alP S rrrorre - o - : z e e—
Next, highlight rows 25, 26, 27, 28, and 29, as shown below.

Sl s e o Bsooo o E n 45k 1136 £,05% soaz] = 1
B B L e E ] I 53,036 78,618 mes] m 1
BAr =2 #ons + M5znzn |+ E ] 1,276 1,160 2,005 s B I
SF @  Bms ¢ PEzooo o E o ] 1352 5,437 EREEE = I
EF = #onz o Bz o E ] 110 £} ] ml E= 1
el P wea— . 0] pe—— | e— | —

Then, in the Select Model drop down click Distribution to see the following window. Note: the
Distribution model is defaulted to the Even type distribution function.
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Distribution Model
“Dstribution Type: IFEven Distribution ¢ Uger Distribution O et Distribution © Target Distribution Apply
— |
WMaodsl Equation: "J ﬂl
[
*Distribution Proportion: I
Sowrce Time perod Selection
*=ource Time Period: | ] PlusMminus: 'I PercentagesDollars: | =] valus: |
Foshing Time Ssriod Seisction
Request Amount Add |7 Remove
Next, click the Target Distribution model. Note the change in parameter fields.
Distribution Model
*Distribution Type: IFEven Distribution © User Distribution © Smart Distribution ® Target Distribution E'.DDh.fl
. ;I cancel |
Model Equation: _I
w

Targst Distribution Parameters

*Source Time Period: I ~| source Total: |
*Paosting Time Periad: I '] #*Target Total: | 2}

=

In the Source Time Period field select CY_AS_PASSED. A total amount for the selected fields per the
CY_AS_PASSED time period appears in the Source Total field ($92,667).

Distribution Model

*Distibution Type:  Even Distribution ( Uzar Distribution € Smark Distribution @ Targst Distribution Apply

ﬂ Cancel |
=

Madel Equaton:

Target Distribution Paramsters
*Zource Time Period: |CT_A%_PASSED «| Source Total: | 0z ,667

*Posting Time Period: | -] *Target Tetal: | [

In the Posting Time Period field select the Request Amount option and then in the Target Total enter
$100,000.

Vantage Training Document - Ver. 9/23/2013 Page 92




P 2 N
VERMONT

Target Distribution Parameters
*Source Time Period: [CY_AS_PASSED x| Source Total: |

92,667

*Posting Tirme Period: |Request .C'.rncuun‘t.;l *Target Total; | 100,000

Click the Apply button and the scroll to view results. The amounts in these selected rows are distributed
per the amounts in the CY_AS_PASSED amount fields by $100,000. Enter details in the justification lines.

Ar = #ms ¢
s 7

B 7

ﬂ'ﬁEI]lEU § E ] B3 1,136 2,033
§|52I]2I]U § E ] Il 53,036 15,619
@Iszuzzn ¥ E 0 1,27 1,160 7,005

503 610 B
ta1a] wa0 E
zos|  zaes B

I aget Distribution
I aget Distribution
Faget Cistribution

or = #fns & ﬂszuzsn § E ] 1 195 5977 sa17| g7 Bl [Farget Distrbuion
or o #fns 4 ﬂszusnn § E ] 1 5 7 7 19 Bl [Farget Distrbuion

Save the request and then scroll to review all your changes in the form. You should see results similar to

the screen shot below.

Hr 15 PRms ¢ @sun @ E 32 71,082 16,000 98 sl w513 @& [Avarans

Er 1. Mmoo & #[zoran # E 46,941 71,348 167,134 49,977 aggrz | o090 @ [aversge
HAr 7 Bfms ¢ @ ¢ E 43,007 208,146 325,021 111,267 111,267 [ 170609 [ [Proorste |
E 18 o # [ ST E o o 0 3,500 asmo[ m I
Er 1v e ¢ @ E fAfE o 518 2077 rarr[ W 1
BN . T BE1zo0 # E o o o EEPEE] acaz3| =saz3 m [Lrear Rogression
Ar s B o @Ewsm S £ 5612 80,730 38,051 58,008 w500 [ 104,808 [Crwar tagression |
Br = &Mas ¢ e ¢ E 44,760 155,041 187,652 80,083 o052 [ 161654 (@ [Crear regressen
B e Mzomos + #Emon £ il 0 FAds 1717 tmr[ zan [Crwar megreasan
Er 2« #Rme oo ¢ E 14 70 = 27 wm . m e
Elr = #Emos & Bzmm & E o =56 R 6,033 e0zz[ ssi0 F [Fergat Cistabation
Er = ﬂlﬁ # ﬁlm # E o o 53,03 THELP rs.a:l.?lw |t} W
Elr e #Emos & Bzmem & 3 o 1,278 1,180 2,005 zoes [ ziea 5 [Targat Cistibanion
Er == ﬂlm & ﬂm # = o o 1,952 5,937 mewr [ eaor B [reraet Cistribation
Elr =  ALmoes ¢ BEzsn & e o 140 = s = e [Fargst Ciembotion
(BNl . . FrTTR BErnmen = o il il 121 292 [ =1 —
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Appendix D - List of Budget Forms in Vantage

Find a list of all the budget forms a department user may use within Vantage:

Name B Description B User Type =
Use to enter budget reductions or
augmentations due to policy changes or

New Decision Item additions to personnel Department User
Enter the amount you department will
receive in federal grants - list the CFDA # and
the Name of the grant in the Justification

Estimated Federal Receipts Line Text field Department User
Enter the amount you department will
receive in interdepartmental receipts - list the
DeptID and the Name of the 'giving'
appropriation in the Justification Line Text

Interdepartmental Receipts Form field Department User
Enter the estimated revenues of the SFs for

Special Fund Revenues which your department collects revenue Department User
Enter any change requests to the Current

Department Current Year Budget Adjustment Act Request Law budget that required in BAA Department User
Enter the amount your department will

Grants Out Inventory distribute in grants to non-state entities Department User
Use to enter 'service-level' budget for the

Department Base Budget Request upcoming fiscal year Department User
Enter an Appropriation Level description for

Narrative the Budget Book Department User
Enter a Department Level description for the

Department Narrative Budget Book Department User
Enter an Agency Level description for the

Agency Narrative Budget Book Department User
Use to enter Current Year Administrative

Excess Receipt Request Adjustments Department User
Use to enter Current Year Administrative

AAF - 200 Adjustment Adjustments Department User
Use to enter Current Year Administrative

DAB - 26 Adjustments Adjustments Department User
Use to enter Current Year Administrative

AA-1 Adjustments Adjustments Department User
Use to enter Current Year Administrative

Current Year Administrative Adjustments Adjustments Department User
Use to enter Current Year Administrative

Statewide Reduction Adjsutments Adjustments Department User
Use to enter Current Year Administrative

Emergency Board Adjustments Adjustments Department User
Use to enter Current Year Administrative

Reversion Adjustments Adjustments Department User
Use to enter Current Year Administrative

Department of Correction transfer Adjustments Adjustments Department User
Use to enter Current Year Administrative

Global Commitment Special Fund Adjustments Adjustments Department User
Use to enter Current Year Administrative

Rescission Adjustments Adjustments Department User
Use to enter Current Year Administrative

Pay Act Appropriation Adjustments Adjustments Department User
Use to enter Current Year Administrative

Carryforward Adjustments and Encumberences Adjustments Department User
Use to appropriately enter you Program

Program Refinement Budgets Department User
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Appendix E - How to Review Positions and Employee Information using
infoAdvantage Reports

[ .8 = wew - Add - Organize - Actions ~

= al Title *
>Login to infoAdvantage iochs ¥ Budget by Major Object
4 G InbOX NOT For Legislative Budget Package
>DocumentList &1 public Folders ¥  Budget Detail Report
>PublicFolders ¥ I Report Conversion T¢ For Legislative Budget Package
=153 vermont Reports ¥  Budget Rollup
>VermontReports ) AsPassed Budget.  For Legislative Budget Package
>BU dget Prepa ration Budget and Mana ¥  Excel Position Detail With Fund Splits
. Budget Monitoring
>Chooseeither ‘Excel Position % Excel Position Summary
’
SU mma ry (n o ¥  Federal Grants Receipts
fund/appropriation allocation For Legisiative Budget Package
information) or ,Excel POSition ¥  Grants to Non-State-Government Entities
For Legislative Budget Package
Detail With Fund Sp lits’ ¥  Interdepartmental Transfers Receipts
>Double-Clickto Open the 3 :Qﬁ?;:::::f:me
repo rt NOT For Legislative Budget Package
¥  Position Summary
i For Legislative Budget Package

¥  Position Summary with Employee Details
NOT For Legislative Budget Package

#; Home  Gocurentist Open - Sered Ta = telp | Proferences Aboet | Lag Out

v Divwmst « Ve « [ 25 M o e m [t me e B D Babemhid o | T Tes L

i Pt

>Click ‘Refresh All’ to open the Prompt Screen

oo Dube oot 11 20174 0814 M SUIT.24.80
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JINEAM fnfoAdvantage

8 vome | Document Lst | Opm = Send To » Welp Peleresces Abad Loy
oy ]

w Docomset + Vew « 25 M [iBes Jeima[i Jaew B Ewies bl v [ Tck =

Ln e
(5 satvance
Rrsee Posde

Erase Poste
q

>In Position Organization:

enter a Dept|D, Business B — A
Unit, or Agency Code [ ———

>In Position Organization |

Consolidation Level: et
| enterthe corresponding i

level— 2=Agency;

3=Department(BU);

4=Appropriation(DeptID)

>Click ‘Run Query’ =—=]a—s]

Afterthereporthasloaded, you may
exportitto Excel foreasier use. To export o

to Excel: m foAdvantage

>Click the arrow to the right of Document ment List | Open ~ | Send To -
>Scroll over ‘Save reportto mycomputer || Web Inteligehce - Excel Position Summary

# Document|~| View - | [ T5 34 | @ - |[100% ORI
Close

!

as
>Click ‘Excel’

Edi

a Save CrieS
Note:you mayhaveto Open or Save the i
N . Save to my compuier as »
excel file dependingon your browser and a =
. ‘I_'t' Save report to my computer as »
security settings 020008 27105
020010 16747
020014 00290
020069 00277
027001 78409
027003 17829
027004
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Review Positions and Employees

* Be sure to review the following: employee
funding and appropriation allocations grade;
step; classification; etc.

— We will not be making changes to benefit
selections (few exceptions may apply).

* Highlight any changes to make for your
FY2015 budget, and coordinate with your
budget analyst to make those changes.
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